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Introduction 


A  survey  of  these  course  materials  will  confirm  that  this  new  learning  package  has  been  specially 
designed  for  many  kinds  of  teachers  working  in  a  variety  of  situations. 


□  Small  Schools  Teacher 

□  inexperienced 

□  experienced,  but  in  other  subject  areas 

□  experienced  in  teaching  basic  business,  but  wanting  to  try  a  different  approach 

□  Distance  Learning  Teacher 

□  travelling  to  schools  within  the  jurisdiction 

□  using  facsimile  and  teleconferences  to  teach  students  within  the  area 

□  Larger  Schools  Teacher 

□  inexperienced 

□  experienced  in  teaching  basic  business,  but  wanting  to  try  a  different  approach 


Which  Category  Do  You  Fit? 
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Because  these  materials  have  been  created  by  experienced  classroom  teachers  and  distance  learning 
specialists,  they  have  many  advantages  for  students  and  teachers  regardless  of  their  situations. 


  Advantages  for  Students 

•  incorporates  a  strong  learner-centred 
philosophy 

•  promotes  such  qualities  in  the  learner  as 
autonomy,  independence,  and  flexibility 


•  is  developed  through  media  which  suit  the 
needs  and  circumstances  of  the  leamer 

•  reflects  the  experiential  background  of 
Alberta  students 

•  opens  up  opportunities  by  overcoming 
barriers  that  result  from  geographical 
location 

•  promotes  individualized  learning,  allowing 
learners  to  work  at  their  own  pace 


Does  it  sound  like  something  you  could  use? 


Advantages  for  Teachers 


allows  teachers  maximum  teaching  time 
and  minimizes  preparation  time 

includes  different  routes  through  the 
materials  to  suit  different  leamers 

incorporates  a  wide  range  of  teaching 
strategies,  in  particular  those  using 
independent  and  individual  leaming 

delivers  curriculum  designed  by  education 
specialists  that  reflects  the  Alberta 
Education  Program  of  Studies  with  an 
emphasis  on  Canadian  content 


provides  leaming  materials  which  are 
upwardly  compatible  with  advanced 
educational  technology 


This  Leaming  Facilitator's  Manual  begins  with  an  overview  of  the  current  Alberta  Education  Program  of 
Studies  for  Basic  Business.  This  summary  is  included  for  inexperienced  teachers  or  those  teachers  who 
have  found  themselves  teaching  basic  business  when  their  training  is  in  other  subject  areas.  This  brief 
summary  is  not  meant  to  replace  the  Alberta  Education  Program  of  Studies,  but  rather  to  help  teachers 
confirm  the  highlights  of  the  program. 

Other  parts  of  this  introduction  have  also  been  included  to  help 
teachers  become  familiar  with  this  new  leaming  package  and 
determine  how  they  might  want  to  use  it  in  their  classroom. 

Beyond  the  introduction  the  guide  itself  contains  answers, 
models,  explanations,  and  other  tips  generated  by  the  teachers 
who  authored  this  course. 

The  module  booklets,  assignment  booklets,  and  LFMs  are  the 
products  of  experienced  classroom  teachers  and  distance 
leaming  specialists.  It  is  the  hope  of  these  teachers  that  their 
experience  can  be  shared  with  those  who  want  to  take 
advantage  of  it. 
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Overview  of  the  Program  of  Studies 


Program  Philosophy 

Business  Education  is  an  interdisciplinary  study  of  the  principles,  procedures,  and  technologies  within  the 
business  environment  and  thus  plays  a  significant  role  in  meeting  the  Goals  of  Schooling  and  Goals  of 
Education  in  Alberta  Schools.  Within  this  program  a  student  has  the  opponunity  to  learn  more  about  the 
role  of  a  future  participant  within  a  productive  society  and  to  build  a  framework  for  a  successful  career. 
The  knowledge,  skills,  attitudes,  and  habits  expected  in  business  assist  students,  upon  completion  of  high 
school,  to  respond  to  the  opportunities  and  expectations  of  the  world  of  work. 

The  development  of  individuals'  potentials  in  the  areas  of  psychomotor,  affective,  and  cognitive  domains 
is  central  to  learning  and  instruction.  Individuals  discover  themselves  and  realize  their  potential  by 
interacting  with  ideas,  technology,  and  people.  The  world  of  business  is  an  appropriate  focus  for  this 
interaction. 


Program  Objectives 

The  business  education  curriculum  provides  education  about  business  for  all  students  in  order  that  they 
become  informed  citizens,  and  education  about  business  for  some  smdents  in  order  that  they  become 
effective  workers.  More  specifically,  the  purpose  of  the  program  is  to 

•  provide  an  opportunity  for  students  to  select  and  pursue  individual  interests  and  specialize  in  the 
study  of  the  business  environment 

•  prepare  for  job  entry  upon  completion  of  high  school  and  for  future  advancement  in  business 

•  provide  background  skills  and  knowledge  for  specialization  in  business  and/or  admission  to 
post-secondary  programs 

•  provide  for  a  general  understanding  of  business  and  the  development  of  skills  for  personal  use 

•  develop  the  thinking  strategies  and  problem-solving  abilities  of  students 

•  develop  acceptable  communication  and  interpersonal  skills 

•  provide  an  opportunity  for  students  to  relate  and  apply  learning  in  business  education  to  other  areas 
of  study 

•  expose  students  to  the  business  environment  for  the  purpose  of  acquiring  information,  gaining 
experience,  and  testing  ideas  and  hypotheses 

•  provide  a  meaningful  study  of  the  business  environment  including  the  ideas,  people,  and  technology 
of  business 

•  provide  for  the  development  and  acquisition  of  business  knowledge  and  skills  which  will  be  most 
useful  and  durable  in  a  rapidly  changing  society 
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The  basic  business  program  provides  an  opportunity  for  all  students  to  develop  sound  personal  skills  in 
financial  planning,  decision  making,  and  goal  setting.  Students  will  become  aware  of  the  factors  which 
influence  management  decisions  and  will  apply  the  skills  gained  to  situations  appropriate  to  personal 
career  planning.  At  the  advanced  level  (Basic  Business  30)  students  will  learn  the  following  concepts: 

•  Economic  Concepts  •  Personal  Financial  Planning 

•  Small  Business  Management  I  •  Small  Business  Management  11 

•  Management  Techniques 


Basic  Business  30  Objectives 

The  smdent  in  Basic  Business  30  will 

•  develop  a  basic  knowledge  and  understanding  of  the  basic  economic  concepts  under  which  business 
operates 

•  examine  various  business  opportunities  and  identify  management  strategies  that  can  be  used  in 
small  business  operations 

•  understand  and  apply  common  business  management  techniques 

•  explore  the  activities  and  considerations  required  to  plan  and  successfully  manage  personal  finances 

•  investigate  basic  management  processes  and  activities  which  can  be  used  to  manage  a  small 
business 
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structure  of  the  Learning  Package 
Basic  Design 

This  new  learning  package  involves  many  other  components  in  addition  to  the  Learning  Facilitator's 
Manual. 


Modules 


Contents 


Overview 
Evaluation 


Section  1 
Activity  1 
Activity  2 
etc. 


Section  2 
Activity  1 
Activity  2 
etc. 


Section  3 
Activity  1 
Activity  2 
etc. 


Section  4 
Activity  1 
Activity  2 
etc. 


Module  Summary 


The  print  components  involve  many  booklets  called  modules. 
These  modules  contain  guided  activities  that  instruct  students  in 
a  relevant,  realistic  setting. 

The  modules  have  been  specially  designed  to  promote  such 
qualities  in  the  learner  as  autonomy,  independence,  and 
flexibility.  Writers  have  incorporated  such  teaching  strategies 
as  working  from  the  concrete  to  the  abstract,  linking  the  old  to 
the  new,  getting  students  actively  involved,  and  using  advance, 
intermediate,  and  post  organizers.  Many  other  techniques 
enable  learners  to  learn  on  their  own  for  at  least  some  of  the 
time. 

The  structure  of  the  module  booklets  follows  a  systematic 
design.  Each  module  begins  with  a  detailed  table  of  contents 
which  shows  the  students  all  the  main  steps.  It  acts  as  an 
organizer  for  students.  The  overview  introduces  the  module 
topic  or  theme.  A  graphic  representation  has  been  included  to 
help  visual  learners  and  poor  readers.  The  introduction  also 
states  the  weightings  of  each  assignment. 

The  body  of  the  module  is  made  up  of  two  or  more  closely 
related  sections.  Each  section  contains  student  activities  that 
develop  skills  and  knowledge  centred  around  a  theme. 

The  activities  may  involve  print,  audio,  video,  computer,  or 
laser  videodisc  formats.  At  times  the  student  and  the  learning 
facilitator  are  allowed  to  choose  the  activity  that  best  suits  the 
student's  needs  and  interests.  Other  activities  such  as  the  Extra 
Help  and  Enrichment  are  optional  pathways.  This  flexibility 
caters  to  each  student's  personal  situation. 

The  summary  focuses  on  the  skills  and  strategies  that  the 
student  has  learned. 
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Assignment  Booklet 


Basic  Business  30 


Assignment 
Bool<let 


Accompanying  each  module  is  an  assignment  booklet.  The  activities  in  these  booklets  can  be  used  for 
formative  and  for  summative  assessments.  The  students  should  complete  these  assignment  booklets  when 
they  have  thoroughly  reviewed  the  module  materials.  The  assignment  booklets  have  been  designed  for 
classroom  use,  for  faxing,  or  for  mailing.  If  the  booklets  are  not  being  mailed,  you  should  remove  the 
outside  cover. 


Media 


VIDEOCASSETTE 


COURSE 
AUDIOCASSETTE 
(providing  general 
teacher  guidance) 


The  package  also  includes  references  to  media.  Pathways  have  been  developed  so  students  can  use  a 
variety  of  media  to  achieve  the  objective.  These  different  routes  have  been  included  to  suit  different 
leamers.  Wherever  video  or  laser  videodisc  references  have  been  included,  a  print  pathway  is  also 
available.  This  way,  if  the  media  resource  isn't  available  or  desired,  a  student  can  follow  the  print 
pathway  and  still  successfully  achieve  the  objective. 

A  special  audiocassette  features  a  teacher  guiding  the  student  through  the  course.  The  appearance  of  the 
teacher  icon  reminds  students  that  there  is  this  additional  help  available.  If  the  students  are  working 
individually,  you  may  find  this  cassette  a  valuable  asset.  If  you  are  working  in  a  large  group,  you  may 
wish  to  guide  the  students  yourself. 


Textbooks  and  Reference  Books 


The  textbook  used  in  the  Basic  Business  30  course  is  Business 
in  the  Canadian  Environment,  Third  Edition.  It  is  important  that 
the  students  have  the  appropriate  edition. 


Business  in 
the  Canadian 
Environment 
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Materials,  Media,  and  Equipment 


Mandatory  Components 


Equipment  (Hardware) 

Media 

Materials 

•  audiocassette  player 

•  prepared  audiocassette s 

•  LFM  for  Basic  Business  30 

(come  with  learning 

package) 

•  For  three  credits  one 

complete  set  of  module 

booklets  (3)  and  assignment 

booklets  (3)  for  each  smdent 

•  For  five  credits  one 

complete  set  of  module 

booklets  (5)  and  assignment 

booklets  (5)  for  each  student 

•  There  is  a  final  test  for  both 

the  three-credit  and  the 

five-credit  course. 

Optional  Components 


Equipment  (Hardware) 

Media 

Materials 

•  VCR 

•  videocassettes 

Videocassettes  used  in  the 

course  may  be  available 

from  your  regional  library 

service.  If  not,  contact  the 

Learning  Resources 

Distributing  Centre  or 

ACCESS  Network  for  more 

information. 
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Using  This  Learning  Package  in  the  Classroom 


Conventional  Classroom 


Whether  your  classroom  has  desks  in  rows  or  tables  in  small  groups,  you  may  be  most  comfortable  with  a 
leaming  system  that  you  can  use  with  all  your  students  in  a  paced  style.  In  other  words,  you  may  want  a 
package  that  will  suit  all  of  your  students,  so  they  can  move  through  the  materials  as  one  group  or  several 
small  groups.  Because  these  materials  contain  different  routes  or  pathways  within  each  module,  they  can 
address  various  leaming  styles  and  preferences.  The  materials  also  include  many  choices  within  the 
activities  to  cater  to  different  thinking  levels  and  ability  levels.  Because  of  their  versatility  and  flexibility, 
these  materials  can  easily  suit  a  conventional  classroom. 

Open-Learning  Classroom 

Open  leaming  is  the  concept  of  opening  up  opportunities  by  overcoming  barriers  of  time,  pace,  and  place 
by  giving  the  learners  a  package  specially  designed  to  enable  them  to  leam  on  their  own  for  at  least  some 
of  the  time. 

Such  a  concept  is  not  new.  Many  teachers  can  recite  attempts  to  establish  an  individualized  leaming 
system  as  they  recognized  the  importance  of  trying  to  personalize  courseware  to  meet  each  individual 
student's  needs.  But  these  efforts  often  failed  due  to  lack  of  time  and  lack  of  quality  materials  that 
conformed  to  Alberta  specifications. 

Due  to  advanced  educational  technology  and  improved  Alberta-specific  learning  packages,  a  student- 
centred  approach  is  now  possible.  Improved  technology  now  allows  us  to  provide  support  to  learners 
individually,  regardless  of  their  pace  or  location.  A  teacher  cannot  be  in  twenty-eight  places  at  one  time 
offering  guidance.  However,  media  and  a  well-designed  leaming  package  can  satisfy  individual  needs. 
Technology  can  also  help  provide  an  effective  management  system  needed  to  track  the  students  as  they 
progress  independently  through  the  materials. 

The  key  to  a  successful  open-leaming  system  depends  on  three  vital  elements:  a  leaming  package 
specially  designed  to  enable  students  to  leam  effectively  on  their  own  for  at  least  some  of  the  time;  various 
kinds  of  learner  support;  and  a  management  system  and  style  that  ensures  that  the  open-leaming  system 
mns  smoothly. 


The  Key  to  a  Successful  Open-Learning  System 


Practical  or  Hands-on 
Experience 


Support 


Direct  Teaching 
Counselling 


Routine 
Contact 


Monitoring  and  Recording 
Studen  t  Prog  ress 


Management 


Scheduling,  ^ —  s 

Distributing,  and 
Managing  Resources 


Scheduling 
Students 
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Learning  Package 

The  specially  designed  learning  package  needed  for  a  successful  open-learning  system  has  been 
developed  for  you.  The  objectives  teach  current  Alberta  specifications  using  strategies  designed  for 
individualized  instruction.  As  the  learning  facilitator,  you  need  to  be  sure  to  have  all  the  components  in 
the  learning  package  available  to  students  as  needed. 

If  adequate  numbers  of  media  are  available  to  satisfy  the  demand,  a  centre  can  be  established  for  specific 
media. 


You  may  not  have  the  luxury  to  have  enough  hardware  to  set  up  a  permanent  video  or  computer  centre  in 
your  classroom.  In  that  case,  students  should  be  encouraged  to  plan  ahead.  Perhaps  every  three  to  five 
days  they  should  preview  their  materials  and  project  when  they  would  need  a  certam  piece  of  media.  This 
would  allow  you  to  group  students,  if  necessary,  or  reserve  media  as  required. 


Support  is  definitely  a  key  element  for  successful  learning,  and  when  you're  planning  an  individualized, 
non-paced  program,  you  need  to  carefully  plan  when  and  how  support  will  be  given. 

The  materials  contain  a  form  of  consistent  support  by  providing  immediate  feedback  for  activities 
included  in  the  module  booklet.  High  school  students  have  solutions,  models,  explanations,  and  guides 
included  in  the  appendix  of  every  module  booklet.  These  are  included  so  students  can  receive  immediate 
feedback  to  clarify  and  reinforce  their  basic  understanding  before  they  move  on  to  higher  levels  of 
thinking. 


Support 
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As  the  learning  facilitator,  you  may  be  needed  to  offer  more  personal  guidance  to  those  students  having 
difficulty,  or  you  may  need  to  reinforce  the  need  for  students  to  do  these  activities  carefully  before 
attempting  the  assignments  in  the  assignment  booklet. 

The  activities  include  choices  and  pathways.  If  a  student  is  having  difficulty,  you  may  need  to  encourage 
that  student  to  work  on  all  the  choices  rather  than  one.  This  would  provide  additional  instruction  and 
practice  in  a  variety  of  ways. 

Another  form  of  support  is  routine  contact  with  each  individual.  This  might  be  achieved  with  a 
biweekly  conference  scheduled  by  you,  or  as  students  reach  a  certain  point  (e.g.,  after  each  section  is 
completed),  they  may  be  directed  to  come  to  the  conference  area. 

Special  counselling  may  be  needed  to  help  students  through  difficult  stages.  Praise  and  encouragement 
are  important  motivators,  particularly  for  those  smdents  who  are  not  used  to  working  independently. 

Direct  teaching  may  be  needed  and  scheduled  at  certain  points  in  the  program.  This  might  involve  small 
groups  or  a  large  group.  It  might  be  used  to  take  advantage  of  something  timely  (e.g.,  election,  eclipse, 
etc.),  something  prescheduled  like  the  demonstration  of  a  process,  or  something  involving  students  in  a 
hands-on,  practical  experience. 

Support  at  a  distance  might  include  tutoring  by  phone,  teleconferencing,  faxing,  or  planned  visits.  These 
contacts  are  the  lifeline  between  learners  and  distance  education  teachers,  so  a  warm  dialogue  is  essential. 


Management 

Good  management  of  an  open-leaming  system  is  essential  to  the  success  of  the  program.  The 
following  areas  need  action  to  ensure  that  the  system  runs  smoothly: 


•  Scheduling,  Distributing,  and  Managing  Resources  -  As  discussed  earlier,  this  may  require  a  need 
for  centres  or  a  system  for  students  to  project  and  reserve  the  necessary  resources. 

•  Scheduling  Students  -  Students  and  teachers  should  work  together  to  establish  goals,  course 
completion  timelines,  and  daily  timelines.  Although  students  may  push  to  continue  for  long  periods 
of  time  (e.g.,  all  morning),  teachers  should  discourage  this.  Concentration,  retention,  and 
motivation  are  improved  by  taking  scheduled  breaks. 


•  Monitoring  Student  Progress  -  You  will  need  to  record  when 
modules  are  completed  by  each  student.  Your  data  might  also 
include  the  projected  date  of  completion  if  you  are  using  a 
student  contract  approach. 
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Sample  of  a  Student  Progress  Chart  for  Three  Credits 


Basic  Business 
30 

Module 
1 

Module 

2 

Module 

3 

Final 
Test 

'BiCfy  ^cfams 

P 

A 

Louise  Despins 

P 

A 

ViofetXfaissian 

P 

A 

P  =  Projected  Completion  Date     A  =  Actual  Completion  Date 

The  student  could  keep  a  personal  log  as  well.  Such  tracking  of  data  could  be  stored  easily  on  a 
computer. 

•  Recording  Student  Assessments  -  You  will  need  to  record  the  marks  awarded  to  each  student  for 
work  completed  in  each  module  assignment  booklet.  The  marks  from  these  assignment  booklets 
will  contribute  to  a  portion  of  the  smdent's  final  mark.  Other  criteria  may  also  be  added  (a  special 
project,  effort,  attitude,  etc.).  Whatever  the  criteria,  they  should  be  made  clear  to  all  smdents  at  the 
beginning. 


Sample  of  a  Student  Assessment  Chart 


Basic  Business 
30 

Module 
1 

Module 
2 

Module 
3 

Year's 
Average 

Final 
Test 

Final 
Mark 

67 

65 

54 

63 

Louise  Despins 

43 

50 

54 

49 

ViofetXiaissian 

65 

65 

66 

65 

Letter  grading  could  easily  be  substituted. 


•  Recording  Effectiveness  of  System  -  Keep  ongoing  records  of  how  the  system  is  working.  This 
will  help  you  in  future  planning. 


Sample  of  a  System  Assessment  Chart 


Module  1 

Date 

Module  Booklet 

Assignment  Booklet 

Resources/Media 
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Sample  of  a  Student  Progress  Chart  for  Five  Credits 


Basic  Business 
30 

Module 
-| 

Module 
2 

Module 
3 

Module 
4 

Module 
5 

Final 
Test 

P 

A 

Louise  Despins 

P 

A 

ViofetKlaissian 

P 

A 

P  =  Projected  Completion  Date    A  =  Actual  Completion  Date 

The  student  could  keep  a  personal  log  as  well.  Such  tracking  of  data  could  be  stored  easily  on  a 
computer. 

•  Recording  Student  Assessments  -  You  will  need  to  record  the  marks  awarded  to  each  student  for 
work  completed  in  each  module  assignment  booklet.  The  marks  from  these  assignment  booklets 
will  contribute  to  a  portion  of  the  student's  final  mark.  Other  criteria  may  also  be  added  (a  special 
project,  effort,  attitude,  etc.).  Whatever  the  criteria,  they  should  be  made  clear  to  all  students  at  the 
beginning. 


Sample  of  a  Student  Assessment  Chart 


Basic  Business 
30 

Module 

1 

Module 
2 

Module 
3 

Module 
4 

Module 
5 

Year's 
Average 

Final 
Test 

Final 
Mark 

67 

65 

54 

47 

78 

63 

Louise  Despins 

43 

50 

54 

55 

48 

49 

VioiefKSaissian 

65 

65 

66 

68 

67 

67 

Letter  grading  could  easily  be  substituted. 


•  Recording  Effectiveness  of  System  -  Keep  ongoing  records  of  how  the  system  is  working.  This 
will  help  you  in  future  planning. 


Sample  of  a  System  Assessment  Chart 


Module  1 

Date 

Module  Booklet 

Assignment  Booklet 

Resources/Media 
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The  Role  of  the  Teacher  in  an  Open-Learning  Classroom 


The  teachers  in  a  conventional  classroom  spend  a  lot  of  time  talking  to  large  groups  of  learners.  The 
situation  in  open  leaming  requires  a  different  emphasis.  Teachers  will  probably  meet  leamers  individually 
or  in  very  small  groups. 

With  this  approach  it  is  necessary  to  move  beyond  the  idea  of  a  passive  learner  depending  largely  on  a 
continually  supportive  teacher.  The  teacher  must  aim  to  build  the  student's  confidence,  to  stimulate  the 
learner  into  self-reliance,  and  to  guide  the  learner  to  take  advantage  of  routes  that  are  most  meaningful  and 
applicable  to  the  learner. 

These  materials  are  student-centred,  not  teacher-centred.  The  teacher  needs  to  facilitate  leaming  by 
providing  general  support  to  the  learner. 

Evaluation 

Evaluation  is  important  to  the  development  of  every  learner.  Data  gathering  and  processing,  and  decision 
making,  at  the  student  and  teacher  level,  serve  as  means  of  identifying  strengths  and  weaknesses. 

These  specially  designed  leaming  packages  contain  many  kinds  of  informal  and  formal  evaluation. 
Observation 

In  the  classroom  the  teacher  has  the  opportunity  to  see  each  student  perform  every  day  and  to  become 
aware  of  the  level  and  nature  of  each  student's  performance. 

Observations  are  more  useful  if  they  are  recorded  in  an  organized  system.  The  following  list  of  questions 
is  a  sample  of  types  of  observations  and  how  they  can  be  collected. 

Observation  Checklist 


1 .  Does  the  student  approach  the  work  in  a  positive  manner? 

2.  Is  the  student  struggling  with  the  reading  level? 

3.  Does  the  student  make  good  use  of  time? 

4.  Does  the  student  apply  an  appropriate  study  method? 

5.  Can  the  student  use  references  effectively,  etc.? 


Observation  may  suggest  a  need  for  an  individual  interview  with  a  smdent. 
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Individual  Conferences 

Individual  conferences  may  be  paced  (scheduled)  by  the  calendar,  at  certain  points  in  the  module,  or  they 
may  be  set  up  only  as  needed  or  requested. 

During  these  conferences  teachers  can  determine  the  student's  progress  and  can  assess  the  student's 
attitudes  toward  the  subject,  the  program,  school,  and  self,  as  well  as  the  student's  relationship  with  other 
students.  With  guided  questions  the  teacher  can  encourage  oral  self-assessment;  the  smdent  can  discuss 
personal  strengths  or  weaknesses  in  regard  to  the  particular  section,  module,  or  subject  area. 


Self-Appraisal 

Self-appraisal  helps  students  recognize  their  own  strengths  and  weaknesses.  Through  activities  that 
require  self-assessment,  students  also  gain  immediate  feedback  and  clarification  at  early  stages  in  the 
learning  process.  Teachers  need  to  promote  a  responsible  attitude  toward  these  self-assessment  activities. 
Becoming  effective  self-assessors  is  a  crucial  part  of  becoming  autonomous  leamers.  By  instructing, 
motivating,  providing  positive  reinforcement,  and  systematically  supervising,  the  learning  facilitator  will 
help  students  develop  a  positive  attitude  toward  their  own  progress. 

For  variation,  students  may  be  paired  and  peer-assessing  may  become  part  of  the  system.  The  teacher 
may  decide  to  have  the  student  self-assess  some  of  the  activities,  have  a  peer  assess  other  activities,  and 
become  direcdy  involved  in  assessing  the  remainder  of  the  activities. 

When  the  activities  have  been  assessed,  the  student  should  be  directed  to  make  corrections.  This  should 
be  made  clear  to  students  right  from  the  start.  It  is  important  to  note  the  correct  association  between  the 
question  and  the  response  to  clarify  understanding,  aid  retention,  and  be  of  use  for  study  purposes. 

Many  of  the  activities  include  choices  for  the  student.  If  the  student  is  having  difficulty,  more  practice 
may  be  warranted,  and  the  student  may  need  to  be  encouraged  to  do  more  of  the  choices. 

Each  section  within  a  module  includes  additional  types  of  activities  called  Extra  Help  and  Enrichment. 
Students  are  expected  to  be  involved  in  the  decision  as  to  which  pathway  best  suits  their  needs.  They  may 
decide  to  do  both. 

Self-appraisal  techniques  can  also  be  introduced  at  the  individual  conferences.  Such  questions  as  the 
following  might  be  included: 

•  What  steps  are  you  taking  to  improve  your  understanding  of  this  topic? 

•  What  method  of  study  do  you  use  most? 

•  How  do  you  organize  your  material  to  remember  it? 

•  What  steps  do  you  follow  when  doing  an  assignment  in  your  assignment  booklet? 

•  What  could  you  do  to  become  an  even  better  reader? 

•  Do  you  have  trouble  following  directions? 

•  Did  you  enjoy  this  module? 

A  chart  or  checklist  could  be  used  for  recording  responses. 
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Informal  Evaluation:  Assignments 


Informal  evaluation,  such  as  the  assignments  included  in  each  module,  are  an  invaluable  aid  to  the  teacher. 
They  offer  ongoing  assessment  information  about  the  student's  achievement  and  the  beha\  iour  and 
attitudes  that  affect  that  achievement. 

Each  module  contains  a  separate  booklet  called  the  Assignment  Booklet.  This  booklet  assesses  the 
knowledge  or  skills  that  the  student  has  gained  from  the  module.  The  student's  mark  for  the  module 
may  be  based  solely  on  the  outcome  of  learning  evident  in  the  assignment  booklet;  however,  you 
may  decide  to  establish  a  value  for  other  variables  such  as  attitude  or  effort  It  is  important  that  you 
establish  at  the  beginning  which  outcomes  will  be  evaluated,  and  that  all  suidents  clearly  understand  what 
is  expected. 


Final  Test 


All  LFMs  include  a  formal  fmal  test  which  can  be  photocopied  for  each  member  of  the  class.  The  test, 
closely  linked  to  the  leaming  outcomes  stated  in  the  module  booklets,  gives  the  teacher  precise 
information  conceming  what  each  student  can  or  cannot  do.  Answers,  explanations,  and  marking  guides 
are  also  included.  For  three  credits  Modules  1,  2,  and  3  are  compulsory.  The  fmal  mark  may  be 
determined  by  averaging  the  marks  of  the  three  modules,  and  taking  into  account  the  fmal  test  mark. 
However,  the  value  of  the  final  test  and  each  module  is  the  decision  of  the  classroom  teacher.  Following 
is  a  suggestion  only. 


Module  1 
10% 


Module  2 
15% 


Module  3 
15% 


Final  Test 
60% 
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For  five  credits  all  five  modules  are  compulsory.  The  final  mark  may  be  determined  by  averaging  the 
marks  of  the  five  modules,  and  taking  into  account  the  final  test  mark.  However,  the  value  of  the  final  test 
and  each  module  is  the  decision  of  the  classroom  teacher.  Following  is  a  suggestion  only. 


Module  1 

8% 

Module  2 

8% 

Module  3 

8% 

Module  4 

8% 


Module  5 

8% 


Final  Test 


60% 
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Introducing  Students  to  the  System 

Your  initiation  to  these  learning  materials  began  with  a  basic  survey  of  what  was  included  and  hou  the 
components  varied.  This  same  process  should  be  used  with  the  class.  After  the  materials  have  been 
explored,  a  discussion  might  include  the  advantages  and  the  disadvantages  of  learning  independenlK'  or  in 
small  groups.  The  roles  of  the  students  and  teacher  should  be  analysed.  The  necessar\'  progress  checks 
and  rules  need  to  be  addressed.  Your  introduction  should  motivate  students  and  build  a  responsible 
attitude  toward  learning  autonomously. 

Skill  Level 

It  is  important  for  students  to  understand  that  there  are  certain  skills  that  they  will  need  in  order  to  deal 
successfully  with  the  course  materials.  They  are  listed  below: 

•  understanding  and  using  instructional  materials  (table  of  contents,  appendices,  and  glossaries) 

•  interpreting  graphs  and  charts 

•  using  reference  materials 

Other  general  skills  are  using  reliable  study  methods,  outlining,  and  learning  to  read  at  a  flexible  rate. 

To  decide  the  level  and  amount  of  instruction  needed  to  accommodate  the  varied  levels  among  students, 
you  may  wish  to  prepare  and  administer  skill  inventories  or  pretests.  If  most  smdents  need  help  with  a 
particular  skill,  you  may  want  to  plan  a  total  class  instructional  session.  If  only  certain  students  lack  a 
skill,  you  may  want  to  set  up  a  temporary  skill  group  to  help  students  who  need  it,  or  you  may  want  to 
develop  a  skills  file  for  this  purpose. 

Reading  Level 

These  course  materials  are  largely  print  based,  but  poorer  readers  need  not  be  discouraged.  It  is  important 
that  you  assure  the  students  that  these  materials  have  been  designed  for  easy  reading.  The  authors  have 
employed  special  strategies  that  lower  and  control  the  reading  level.  Some  of  them  are 

•  the  conscious  selection  of  vocabulary  and  careful  structuring  of  sentences  to  keep  the  materials  at 
an  independent  reading  level 

•  the  integration  of  activities,  examples,  and  illustrations  to  break  text  into  appropriate-sized  chunks 

•  the  inclusion  of  many  kinds  of  organizers  (advance,  graphic,  intermediate,  concept  mapping,  post 
organizers)  to  help  give  students  a  structure  for  incorporating  new  concepts 

•  the  recognition  that  vocabulary  and  concepts  are  basic  to  understanding  content  materials  and,  thus, 
must  be  handled  systematically  (defined  in  context,  marginal  notes,  footnotes,  and  often  in  a 
specialized  glossary) 

•  the  acknowledgement  that  background  knowledge  and  experience  play  a  vital  role  in 
comprehension 
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•  the  systematic  inclusion  of  illustrations  and  optional  videos  to  help  poorer  readers  and  visual 
learners,  and  audiocassettes  and  software  as  an  alternative  to  print-based  learning 


•  a  variety  of  formats  (paragraphs,  lists,  charts,  etc.)  to  help  poorer  readers  who  do  not  absorb  or 
retain  main  ideas  easily  in  paragraph  format 

•  the  inclusion  of  media  pathways  and  activity  choices  to  encourage  an  active  rather  than  passive 
approach 

•  instruction  in  a  meaningful  setting  rather  than  in  a  contrived,  workbook  style 

•  using  purposeful  reading,  viewing,  and  doing  to  produce  better  interpretation  of  the  course  materials 

•  the  recognition  that  students  need  structured  experiences  when  reading,  viewing,  or  listening  to 
instructional  materials:  developing  pupil  readiness,  determining  the  purpose,  providing  guided 
instruction  and  feedback,  rereading  if  necessary,  and  extending  (This  structure  closely  resembles  the 
reading  process.) 

To  help  make  the  leaming  package  more  readable,  you  can  begin  your  module  preparation  by  reading 
(viewing,  listening  to)  all  the  related  materials  that  are  going  to  be  used.  You  need  a  solid  background  in 
order  to  assess  and  develop  a  background  knowledge  for  students.  The  students'  experiential  bases  may 
be  assessed  through  brainstorming  sessions  concerning  the  topic,  or  by  using  visuals  and  guided  questions 
to  predict  what  the  topic  might  be  about. 

For  three  credits  it  is  recommended  that  you  start  with  Module  1  because  this  module  includes  basic 
introductory  information,  and  it  is  also  recommended  that  you  end  with  Module  3  because  this  module 
acts  as  a  summary  or  culmination. 


Module  1 


Module  2 


Module  3 


For  five  credits  it  is  recommended  that  you  start  with  Module  1  because  this  module  includes  basic 
introductory  information,  and  it  is  also  recommended  that  you  end  with  Module  5  because  this  module 
acts  as  a  summary  or  culmination. 


Module  1 

Module  2 

Module  3 

■  " 

Module  4 

-> 

Module  5 
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Module  1 


Module  1 :  Economic  Concepts  -  Overview 

In  this  module  students  will  learn  about  the  basic  economic  concepts  that  determine  production,  distribution,  and  pricing.  Students  will  also 
examine  the  various  economic  systems,  the  market  system,  government  involvement  in  the  market  system,  the  supply  of  money,  fiscal  and 
monetary  policy,  and  income  distribution. 

After  completing  Module  1  students  will  have  an  understanding  of  the  characteristics  of  the  economic  systems  -  capitalism,  democratic 
socialism,  and  communism  -  and  the  problems  of  production,  distribution,  and  pricing  in  these  systems.  Students  should  be  aware  of 
government  involvement  in  economics.  They  should  also  have  an  understanding  of  income  distribution. 

Following  is  a  graphic  that  shows  how  this  module  is  organized. 


Evaluation 

The  evaluation  of  this  module  will  be  based  on  three  assignments: 

Section  1  Assignment  36  marks 
Section  2  Assignment  30  marks 
Section  3  Assignment       34  marks 


TOTAL      100  marks 
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Module  1 


Teaching  Suggestions 

The  following  are  suggested  possibilities  for  beginning  this  module: 

•  Invite  a  guest  speaker  to  explain  the  importance  of  a  knowledge  of  economics  in  business. 

•  Discuss  reasons  why  a  knowledge  of  economics  and  economic  activities  would  enhance  personal  growth  to  understand 

-  market  and  economic  systems 

-  government  activities 

-  income  distribution 


Basic  Business  30  Videos 

The  following  videos  may  be  available  from  your  regional  library  service.  If  not.  contact  the  Learning  Resources  Distributing  Centre  or 
ACCESS  Network.  These  videos  are  referred  to  in  the  Student  Module  Booklets. 


Cat.  No. 

Series 

Basic  Business  30  -  All  Modules  VHS  60 

Length 

Business  Concepts  -  Economics: 

VC320001 

•  Economic  Systems 

5  min 

VC320002 

•  Partners  in  Economics 

5  min 

VC320003 

•  The  Business  Cycle 

5  min 

VC320004 

•  Determining  Price 

5  min 

Money  and  Banking  in  Canada: 

VC243301 

•  Money  -  As  Basic  as  Language 

14  min 

VC243302 

•  Banking  -  The  Money  Business 

17  min 

VC243303 

•  Branch  Banking  -  You're  Never  Far  From  Your  Money 

15  min 

Starting  a  Business: 

VC258801 

•  Are  You  an  Entrepreneur? 

17  min 

VC258803 

•  What's  the  Best  Business  for  You? 

15  min 

VC258804 

•  Who  Will  Your  Customers  Be? 

18  min 

VC258805 

•  How  Will  You  Penetrate  Your  Market? 

16  min 

VC258807 

•  How  Will  You  Find  Capital? 

20  min 

The  following  videos  may  be  available  from  your  regional  library  service.  If  not,  contact  the  Learning  Resources  Distributing  Centre  or 
ACCESS  Network.  These  videos  are  referred  to  only  in  the  Learning  Facilitator's  Manual. 


Cat.  No. 

Name 

Length 

VC234506 
VC234508 
VC234509 

Give  and  Take: 

•  A  Key  to  Productivity  -  Human  Capital 

•  Changing  Taxes  -  Public  Goods  and  Services 

•  Market  Prices  -  Supply  and  Demand 

14  min 

14  min 

15  min 
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Section  1 :  Economic  Systems 

Key  Concepts 

•  ways  in  which  a  society  can  choose  to  solve  production,  pricing,  and  distribution  problems 

•  the  process  involved  in  making  economic  choices 

•  characteristics  of  various  economic  systems 

•  the  establishment  of  supply  and  demand  in  the  market  system 

•  factors  of  production 

•  marketing  problems 

The  basic  goals  of  this  section  are  to  ensure  that  sUidents 

•  can  identify  characteristics  of  various  economic  systems 

•  can  explain  how  supply  and  demand  are  established  in  the  market  system 

•  can  discuss  the  problems  of  production,  pricing,  and  distribution  under  capitalism,  socialism,  and  communism 

•  can  discuss  the  factors  of  production  and  how  they  are  related 


Teaching  Suggestions 

The  following  activities  may  help  to  enhance  the  concepts  discussed  in  this  section: 

•  Turn  to  the  world  map  on  pages  18  and  19  of  the  textbook  and  identify  the  different  economic  systems  in  the  world.  If 
possible,  discuss  the  standard  of  living  in  these  countries. 

•  Use  the  video  Give  and  Take:  Market  Prices  -  Supply  and  Demand  to  introduce  this  section.  The  video  explains  the  supp]> 
and  demand  schedule,  how  demand  drives  prices  up,  and  how  supply  results  in  decreased  prices. 


Section  1  Assignment  (36  marks) 

Please  note:  The  values  noted  for  Section  Assignments  2  and  3  in  the  Evaluation  portion  of  the  Student  Module  Booklet  are  incorrect 
Section  2  Assignment  is  worth  30  marks  and  Section  3  Assignment  is  worth  34  marks.  The  assigned  marks  in  the  Assignment  Booklet 
are  correct 

The  following  is  a  summary  of  the  information  that  could  be  included  in  this  response.  When  marking,  learning  faciUtators  should 
use  their  discretion  as  to  whether  the  answer  is  complete.  Additional  detail  is  available  in  the  student  module  booklet 

1 .    Capitalism  is  an  economic  system  in  which  most  components  of  production  and  distribution  are  privately  owned,  operated,  and  managed. 
.  The  people  are  free  to  go  into  business  for  themselves,  produce  whatever  products  they  choose,  and  distribute  what  they  produce  however 
they  choose  as  long  as  they  conform  to  the  rules  and  regulations  set  forth  by  the  municipal,  provincial,  and  federal  governments.  Profit, 
competition,  limited  government  control,  and  the  ownership  of  private  property  are  major  principles  of  capitalism. 

Wages,  prices,  and  production  are  determined  by  the  free  response  to  market  decisions. 

There  are  some  government  controls  of  business  in  capitalism.  These  controls  eliminate  abuses  like  individuals  interfering  with  the 
economic  freedom  of  others,  large  businesses  exploiting  small  businesses,  employers  not  paying  fair  wages,  and  pollution.  Government 
plays  the  role  of  an  umpire,  by  making  sure  that  everyone  in  the  game  follows  the  rules.  In  some  instances  the  government  takes  over  the 
ownership  and  operation  of  services.  For  example,  the  postal  service  and  national  defence  in  Canada  are  operated  by  the  federal 
government. 

Capitalism  is  subject  to  business  cycles,  which  can  be  detrimental  to  the  country's  economy,  and  large-scale  unemployment.  Inflation 
can  also  be  a  problem. 
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Socialism  is  another  economic  system  that  exists  -  it  is  radically  different  from  capitalism.  In  socialism  the  government  owns  productive 
resources  and  plans  production  for  the  entire  economy.  Basic  industries  are  govemment  ov^ned  and  managed  under  central  planning. 
Central  planning  is  an  essential  ingredient  of  socialism. 

Another  characteristic  of  socialism  is  the  goal  of  greater  equality  -  economic,  social,  and  political.  High  taxes  are  imposed  on  the  rich  to 
prevent  the  accumulation  of  excessive  wealth.  Increased  welfare  programs,  which  are  partially  financed  by  the  high  taxes  placed  on  the 
rich,  help  to  increase  the  well-being  of  the  less  privileged.  However,  these  extensive  welfare  programs  tend  to  reduce  the  incentive  to 
work,  thus  contributing  to  low  productivity  and  slow  economic  growth. 

In  many  cases  the  democratic  process  is  used  in  govemment  ownership  and  control.  Govemment  policies  are  implemented  by  a  majority 
vote  of  the  people,  rather  than  by  a  dictator. 

In  socialism  there  is  the  potential  for  govemment  by  one  party  or  by  a  dictatorship.  A  party  could  also  use  its  economic  power  to  win 
elections. 

Communism  is  an  economic  system  where  private  property  is  virtually  eliminated  and  all  economic  goods  and  services  are  owned  by 
society  as  a  whole.  Most  of  the  nation's  productive  resources  are  owned  by  the  govemment.  Because  the  govemment  owns  these 
resources,  it  can  channel  them  into  the  production  of  goods  and  services  as  it  deems  necessary.  This  eliminates  business  cycles  and 
unemployment,  and  inflation  is  controlled. 

There  is  complete  govemment  ownership  and  control.  Communism  is  a  system  which  operates  by  command.  People  work  according  to 
their  individual  abilities  and  consume  according  to  their  individual  needs.  Technically  there  is  no  need  for  wages,  rent,  interest,  or  profit. 

The  nature  of  communism  is  contrary  to  human  nature.  Individuals  prefer  to  get  different  wages  and  salaries  according  to  the  amount  of 
work  done. 

Some  communist  countries  experience  major  financial  difficulties,  public  apathy,  a  lack  of  private  initiative,  and  a  lack  of  consumer 
goods.  (15  marks) 

2.  Technology  helps  increase  productivity,  lowers  the  cost  of  production,  and  causes  prices  to  decrease.  (2  marks) 

3.  The  equilibrium  point  indicates  what  quantity  of  goods  will  be  bought  at  a  given  price.  Both  consumers  and  producers  are  satisfied  with 
the  product  price  indicated  by  the  equilibrium  point.  This  price  is  the  only  price  at  which  goods  are  bought  and  sold.  All  other  prices  are 
irrelevant.  (4  marks) 

4.  Price  determines  what  goods  and  services  will  be  produced.  If  the  price  is  too  low,  the  quantity  supplied  will  be  reduced  as  producers 
will  want  to  produce  other  products.  If  the  price  of  a  product  is  high,  producers  are  willing  to  supply  more  of  the  product.  Price  in  our 
economy  also  determines  who  will  buy  the  product.  People  in  lower  income  brackets  will  not  be  able  to  afford  higher  prices.  (4  marks) 

5.  A  country's  political  system  dictates  what  type  of  economic  system  is  in  the  country.  Factors  of  production  are  owned  by  the 
govemment  in  countries  that  have  a  communist  govemment.  In  a  country  with  a  democratic  type  of  govemment,  the  factors  of 
production  are  owned  by  private  individuals.  (3  marks) 

6.  Individuals,  business  firms,  and  govemments  do  not  have  an  unlimited  supply  of  money.  The  available  money  and  capital  will  determine 
what  actions  they  are  to  follow  and  what  they  are  able  to  own.  (3  marks) 

7.  a.    At  equilibrium  350  pairs  of  shoes  will  be  supplied. 

b.  The  price  at  equilibrium  will  be  $50. 

c.  When  the  price  is  $70, 250  pairs  of  shoes  will  be  demanded. 

d.  There  will  be  an  excess  of  supply. 

e.  When  the  price  is  $70,  the  excess  is  200.  (5  marks) 
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Section  2:  Government  Involvement 

Key  Concepts 

•  government  influences  on  the  economy  •  government  sources  of  revenue 

•  government  involvement  in  the  market  •  the  function  and  creation  of  money 

•  fiscal  and  monetary  poHcies 

The  basic  goals  of  this  section  are  to  ensure  that  students 

•  can  explain  how  the  government  influences  the  economy 

•  can  describe  how  the  government  participates  in  and  influences  the  market 

•  explain  how  government  obtains  revenue 

•  describe  how  government  participation  with  the  Bank  of  Canada  controls  the  money  supply 

•  can  determine  the  differences  between  fiscal  and  monetary  pohcies 


Teaching  Suggestions 

The  following  activities  may  help  to  enhance  the  concepts  discussed  in  this  section: 

•  Introduce  this  section  by  making  an  overhead  from  the  information  on  pages  636  and  637  of  the  textbook,  starting  from  the 
heading  Growth  of  Government  and  ending  at  Financing  Government  Programs. 

•  Discuss  programs  and  activities  that  the  government  initiates  to  reduce  employment. 

•  Bring  in  government  officials  to  discuss  the  promotion  of  economic  activities  -  the  buying  and  selling  of  goods  and  the 
development  of  namral  resources. 

•  Refer  to  local  government  financed  projects  like  road  construction  or  the  construction  of  public  buildings  to  illustrate 
government  involvement. 

The  video  entitled  Give  and  Take:  Changing  Taxes  -  Public  Goods  and  Services  will  be  helpful  in  introducing  concepts  in  Section  2. 
This  video  describes  the  reduction  of  taxes. 


Section  2  Assignment  (30  Marks) 

1 .    The  following  is  a  summary  of  the  information  that  could  be  included  in  this  response.  When  marking,  learning  facilitators  should  use 
their  discretion  as  to  whether  the  answer  is  complete.  Additional  detail  is  available  in  the  student  module  booklet. 

The  federal  government  employs  many  people  -  one  out  of  every  ten  workers  in  Canada.  It  employs  people  in  a  variety  of  occupations 
-  teachers,  judges,  accountants,  scientists,  lawyers,  doctors,  police  officers,  and  many  more. 

Many  people  are  employed  through  federal  departments.  For  example.  Agriculture  Canada  is  a  federal  department  that  looks  after 
policies,  programs,  and  regulations  relating  to  agriculture  and  food  products.  The  people  employed  at  Agriculture  Canada  are  responsible 
for 

•  seed  certification       •  grading  and  food  inspection       •  the  regulation  of  pesticides  and  fertilizer       •  scientific  research 

Environment  Canada  provides  information  on  weather,  climate,  ice  and  sea  conditions,  and  air  quality.  People  employed  by  this 
department  are  responsible  for 

•  protecting  migratory  birds 

•  protecting  and  enhancing  the  quality  of  the  natural  environment 

•  conserving  renewable  resources  (water,  land,  wildlife) 
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Many  RCMP  members  across  Canada  work  for  the  federal  police  force.  They  are  responsible  for 

•  preventing  and  detecting  offences  committed  against  federal  statutes 

•  providing  investigation  and  protection  services  to  federal  agencies  and  departments 

The  federal  government  owns  large  Crown  corporations  like  Canadian  National  Railways  and  Canada  Post.  These  employ  many 
Canadians  across  the  country.  The  federal  government  purchased  Canadair  and  de  Havilland  Aircraft  of  Canada  Ltd.  and  turned  them 
into  Crown  corporations  because  they  were  not  profitable.  This  provided  direct  employment  to  about  45  000  people.  These  corporations 
also  provide  many  jobs  to  subcontractors. 

The  Atomic  Energy  of  Canada  Limited  is  a  corporation  that  employs  many  people  to 

•  develop  nuclear  power  systems 

•  apply  radioscopes  and  radiation  in  industry  and  medicine 

•  develop  and  research  nuclear  energy  (15  marks) 

2.  Fiscal  policy  means  the  manipulation  of  government  revenues  and  expenditures  to  produce  the  desired  effects  on  national  income, 
production,  and  employment.  During  a  recession  fiscal  policy  is  used  to  stimulate  the  economy.  During  an  inflationary  period  it  is  used 
to  hold  back  the  economy. 

Monetary  policy  involves  a  manipulation  of  the  money  supply  and  interest  rates  in  an  attempt  to  produce  the  desired  results  on  national 
income,  production,  and  employment.  This  policy  is  the  most  effective  way  of  combating  inflation,  since  raising  interest  rates  and 
restricting  the  money  supply  reduces  the  consumer  demand  for  products.  (4  marks) 

3.  Interest  rates  may  be  raised.  Taxes  may  be  increased.  The  money  supply  may  be  restricted.  (2  marks) 

4.  Freedom  of  choice  can  be  interfered  with,  the  individual  initiative  to  work  and  to  invest  may  be  reduced,  and  individuals  may  become 
more  dependent  on  the  state.  (2  marks) 

5.  A  company  would  be  managed  more  efficiently  because  of  the  profit  motive  and  because  of  competition  from  other  privately-owned 
companies.  (2  marks) 

6.  From  the  first  deposit  the  bank  can  loan  out  $8000  and  keep  $2000  on  reserve. 

Assuming  the  $8000  is  deposited  in  another  bank,  $6400  can  be  loaned  out  and  $1600  kept  on  reserve. 

Assuming  that  the  $6400  is  deposited  in  a  bank,  $5120  can  be  loaned  out  and  $1280  kept  on  reserve.  If  this  were  followed  through  as  far 
as  possible,  the  sum  of  $50  000  would  be  created  from  the  original  investment  of  $10  000.  (5  marks) 

Section  3:  Income  Distribution 

Key  Concepts 

•  income  and  spending 

•  productivity  and  income 

•  taxation  and  budgeting 

•  consumer  price  index 

•  gross  national  product 

The  basic  goals  of  this  section  are  to  ensure  that  students  can 

•  describe  the  circular  flow  of  income  and  spending 

•  describe  how  productivity  determines  income  distribution 

•  discuss  how  taxation  and  budgetary  policies  can  be  used  to  redistribute  income 

•  discuss  how  the  consumer  price  index  reflects  economic  change 

•  describe  the  components  of  the  gross  national  product 
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Teaching  Suggestions 

The  following  activities  may  help  to  enhance  the  concepts  discussed  in  this  section: 

•  Discuss  the  incomes  received  by  individuals  with  special  knowledge  and  skills  such  as  professional  athletes,  doctors,  and 
dentists,  and  compare  these  incomes  with  the  wages  of  an  average  person.  Use  the  blackboard  to  list  various  occupations  and 
related  incomes  as  suggested  by  the  students. 

•  Extend  the  discussion  to  include  other  ways  of  receiving  income  like  owning  a  business  and  collecting  unemployment 
insurance. 

The  video  entitled  Give  and  Take:  A  Key  to  Productivity  -  Human  Capital  will  be  helpful  in  introducing  concepts  in  Section  3.  This 
video  describes  productivity. 


Section  3  Assignment  (34  marks) 

1 .     a.    The  standard  of  living  is  determined  by  dividing  the  production  of  a  country  by  its  population. 
Standard  of  living  =  .P^«d"^^i«" 


Population 

b.  The  standard  of  living  is  a  means  of  comparing  the  material  welfare  of  the  citizens  of  one  country  with  the  welfare  of  the  citizens  of 
another  country. 

c.  It  is  not  permissible  for  market  forces  to  allocate  resources  based  on  consumer  demand.  Private  individuals  are  generally  not 
allowed  to  go  into  business.  Therefore,  there  is  no  competition,  and  minimal  incentives  to  provide  consumer  goods  and  services. 
Since  the  production  of  goods  and  services  is  used  to  increase  the  standard  of  living  it  is  difficult  to  raise  the  standard  of  living  in 
this  system  since  there  is  no  incentive  for  production.  (6  marks) 

2.     a.    Consumer  price  index  is  a  measure  of  price  increases  over  a  period  of  time  on  a  selected  number  of  consumer  goods. 

b.  The  consumer  price  index  is  calculated  by  showing  a  percentage  change  from  a  given  base  year. 

c.  The  cost  of  living  is  going  up.  (4  marks) 

Wages,  Interest,  Rent 


Business 


Public 


Consumption 


Business  pays  wages,  interest,  and/or  rent  to  the  public.  This  represents  revenue  to  the  public.  The  public  pays  business  for  the  amount 
of  public  consumption.  (4  marks) 

4.    Gross  national  product  is  the  value  of  all  goods  and  services  produced  in  a  period  of  time.  (2  marks) 
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5.  There  are  three  types  of  transfer  payments.  They  are  personal,  specific  purpose,  and  government  transfers.  Personal  transfers  go  directly 
to  individuals  and  include  Family  Allowance,  Old  Age  Security,  and  unemployment  insurance.  Specific  purpose  U-ansfers  go  to  the 
provinces  so  that  the  same  standard  of  services  in  health,  post-secondary  education,  and  social  welfare  can  be  offered.  Government 
transfers  are  sent  to  provincial  governments  and  businesses  in  the  form  of  equalization  payments  (direct  transfers  of  money  from  wealthy 
provinces  to  poor  provinces),  and  from  DRE  (the  Department  of  Regional  and  Industrial  Expansion),  which  helps  poor  regions  in 
Canada  improve  their  economies.  (6  marks) 

6.  The  following  is  a  summary  of  the  information  that  may  be  included  in  this  response.  When  marking,  learning  facilitators  should  use 
their  discretion  as  to  whether  the  answer  is  complete.  Additional  detail  is  available  in  the  student  module  booklet. 

Taxes  are  necessary  to  finance  government  operations.  As  long  as  people  demand  services  from  the  government,  taxes  will  have  to  be 
paid,  unless  another  way  can  be  found  to  provide  sufficient  revenue. 

Taxes  reduce  the  income  of  individuals,  thereby  reducing  their  consumption  of  goods  and  services.  A  reduction  in  consumer  spending 
reduces  the  sales  and  profits  of  business.  This  reduction  hampers  economic  growth.  The  gross  national  product  (GNP)  and  standard  of 
living  are  affected  when  the  consumption  of  goods  and  services  is  reduced. 

GNP  is  an  indicator  of  the  country's  well-being,  since  it  shows  how  much  the  economy  is  producing.  If  people  are  buying  fewer  goods 
and  services  because  of  taxes,  the  GNP  is  lowered,  indicating  slower  economic  growth. 

The  standard  of  living  is  calculated  by  dividing  production  by  the  population.  If  production  is  reduced,  the  standard  of  living  is  also 
reduced. 

Taxes  also  reduce  the  amount  of  money  individuals  can  save.  With  reduced  savings,  less  money  is  available  for  business  expansion, 
which  reduces  the  rate  of  economic  growth. 

Taxes  also  discourage  business  expansion.  The  amount  of  profit  left  after  taxes  is  often  limited,  thereby  reducing  the  amount  of 
investments  a  corporation  can  undertake.  A  lack  of  investments,  particularly  by  large  corporations,  can  hinder  economic  growth. 

Paying  high  taxes  often  reduces  an  individual's  incentive  to  work.  Some  people  who  work  hard  and  get  paid  well  are  no  longer 
motivated  to  continue  working,  especially  when  they  keep  only  a  small  portion  of  their  salaries  and  the  rest  is  paid  in  the  form  of  income 
taxes.  With  fewer  dollars  resting  in  the  hands  of  workers,  purchasing  and  savings  power  is  reduced  and  economic  growth  suffers. 
(12  marks) 
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Module  2 


Module  2:  Small  Business  Management  I  -  Overview 


In  this  module  students  examine  business  oppwrtunities  and  identify  various  management  strategies  for  small  business.  After  completing 
Module  2  students  will  have  an  understanding  of  the  strategies  of  small  business  management  which  include  production,  marketing,  tlnance. 
and  personnel.  Students  should  be  aware  of  inventory  and  quality  control  in  production.  Students  learn  about  the  imponance  of  an  income 
statement  and  of  organizing  personnel.  They  should  have  an  understanding  of  market  research  and  the  marketing  mix. 

Following  is  a  graphic  that  shows  how  this  module  is  organized. 


Evaluation 

The  evaluation  of  this  module  will  be  based  on  three  assignments: 

Section  1  Assignment  38  marks 
Section  2  Assignment  33  marks 
Section  3  Assignment       29  marks 


Teaching  Suggestions 

The  following  are  suggested  possibilities  for  beginning  this  module: 

•  Explain  and  discuss  the  importance  of  business  as  it  affects  the  community  in  which  the  students  reside. 

•  Explain  the  importance  of  marketing  in  the  students'  community.  Refer  to  local  businesses  in  the  area. 

•  Explain  and  discuss  the  different  types  of  organizations  and  growth  opportunities  for  businesses,  using  small  businesses  in  the 
community  as  the  example. 

•  Explain  the  functions  of  business  that  management  strategies  must  cover. 

•  Explain  how  businesses  must  maintain  proper  management  controls  over  all  aspects  of  the  business. 

•  Explain  and  discuss  the  reasons  for  business  failures. 
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Section  1 :  Business  Opportunities 

Key  Concepts 

•  types  of  businesses      •  opportunities  and  responsibilities       •  business  failures 

The  basic  goals  of  this  section  are  to  ensure  that  students 

•  recognize  similarities  and  differences  in  business  organizations  and  are  able  to  explain  the  advantages  and  disadvantages  of  each  type 
of  organization 

•  interpret  the  importance  of  small  business  in  Canada's  economy  and  describe  the  advantages  and  disadvantages  of  owning  a  small 
business 

•  identify  reasons  for  business  failures 

•  identify  sources  of  financial  assistance 

•  outline  the  growtii  process  of  business  endeavours 


Teaching  Suggestions 

The  following  activities  may  help  to  enhance  the  concepts  discussed  in  this  section: 

•  Prepare  a  bulletin  board  showing  different  types  of  business  organizations. 

•  Have  students  select  a  business  organization  and  prepare  charts  showing  the  advantages  and  disadvantages  of  each  business. 

•  Explain  how  businesses  can  become  involved  in  growth  pattems  in  the  community. 

•  Discuss  the  importance  of  social  responsibility  as  shown  by  businesses  in  the  community. 


Section  1  Assignment  (38  marks) 

1 .     a.    You  may  want  to  proceed  by  yourself  as  a  sole  proprietor.  The  reasons  for  this  are  that  you  have  the  idea  to  make  this  product 

appear  to  have  the  most  interest  at  this  time,  and  you  possess  basic  management  skills  obtained  from  your  work  experience.  There 
is  also  the  fact  that,  in  addition  to  your  own  assets,  you  are  able  to  obtain  a  loan  from  your  uncle  which  will  cover  all  of  your  start-up 
costs  and  leave  you  in  total  control  of  all  operations  and  decisions. 


You  can  also  invite  Wendy  and  Eric  to  join  your  company  as  parmers.  Wendy  has  the  skills  to  design  the  T-shirts.  Eric  may  be  the 
weak  link  as  a  future  partner  with  regards  to  assets,  as  well  as  management  skills,  but  he  does  enjoy  the  production  side  of  the 
business.  Wendy  also  has  strong  financial  assets,  which  will  help  the  financial  security  of  the  company  if  she  joins.  (4  marks) 

b.    If  you  start  the  company  by  yourself,  advantages  are  as  follows: 


OR 


•  You  keep  all  profits. 

•  It  is  easy  to  form. 

•  You  have  both  flexibility  of  management  and  secrecy  of  operations. 


•  You  have  high  personal  incentives. 

•  It  is  easy  to  dissolve. 


The  disadvantages  are  as  follows: 


•  financial  liability 

•  limited  resources 


•  a  lack  of  management  skills 

•  a  lack  of  continuity  (4  marks) 
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c.  You  do  not  possess  the  technical  skills  required  to  properly  manage  this  company.  Wendy  is  the  one  person  who  has  the  required 
technical  skills  to  design  the  product.  (1  mark) 

d.  Wendy  has  the  necessary  technical  skills  to  design  the  product.  She  also  has  assets  of  $7000.  Eric  has  creative  ideas  which  could 
help  Wendy.  He  also  has  the  necessary  production  skills  to  take  the  designed  product  and  make  a  finished  product.  Eric  also  has  an 
interest  in  the  production  end  of  the  business.  (4  marks) 

e.  A  general  partnership  consists  of  partners  who  own  the  company,  work  in  it,  and  share  any  profits  or  losses. 

Limited  partners  are  only  liable  for  the  amount  of  money  that  they  have  invested  in  the  business.  They  do  not  take  an  active  role  in 
the  operation  of  the  business. 

Silent  partners  have  invested  in  the  business  but  are  not  involved  in  its  operations  and  do  not  allow  their  names  to  appear  in  the 
firm's  name. 

Wendy  should  be  invited  in  as  a  general  partner  because  of  her  technical  skills  and  financial  assets.  (3  marks) 

f.  Eric  can  be  invited  to  be  a  limited  partner.  His  assets  are  severely  limited  and  do  not  assist  the  company's  financial  security  to  any 
extent.  His  interest  is  limited  to  the  production  stage,  which  a  full-time  employee  can  take  care  of  once  the  company  is  established. 
The  express  agreement  that  you  sign  with  Eric  may  stipulate  that  there  be  an  option  to  buy  him  out  of  his  pannership  at  a  fumre  date. 
(2  marks) 

g.  Wendy's  desire  for  a  future  employment  route  should  be  taken  seriously.  The  problem  involved  here  is  that  you  will  have  to  buy 
her  share  of  the  partnership  if  she  does  leave.  Wendy  also  has  the  ability  to  create  designs,  which  you  believe  will  help  make  the 
company  successful.  It  could  be  difficult  replacing  her  creative  talents  if  she  decides  to  leave. 

Eric  presents  no  problem  if  he  decides  to  leave  the  partnership.  His  assets  and  skills  are  hmited  and  can  easily  be  replaced  by 
another  employee  or  partner.  (2  marks) 

h.  If  the  company  is  set  up  as  a  corporation,  you  are  in  danger  of  losing  management  control  over  the  company.  The  reason  for  this  is 
that  with  your  assets  you  can  only  obtain  six  shares,  while  Wendy  can  control  the  company  with  14  shares.  Eric  can  only  obtain  one 
share  in  the  company.  If  you  agree  to  setting  up  the  company  as  a  corporation,  Wendy  will  control  all  aspects  of  the  company 
because  of  the  majority  votes  she  controls.  (2  marks) 

i.  The  benefits  that  you  will  obtain  from  Uncle  Chet' s  financial  resources  will  enable  your  company  to  have  a  guaranteed  cash  flow  for 
the  first  difficult  months.  It  will  allow  you  to  rent  the  premises  for  most  of  the  first  year  and  free  up  the  combined  assets  of  your 
partners  to  invest  in  supplies  and  other  aspects  of  company  promotion.  (2  marks) 

j.    If  Uncle  Chet  joins  as  a  partner,  you  may  want  to  invite  him  in  as  a  general  partner  or  as  a  silent  partner.  As  a  general  partner  you 
can  use  his  good  will  and  reputation  as  a  successful  businessman  within  the  community.  On  the  other  hand.  Uncle  Chet  may  want 
to  remain  as  a  silent  parmer  in  order  to  help  you  get  established,  but  also  to  protect  his  good  will  and  reputation  if  your  company 
does  not  succeed  and  is  forced  to  close.  (2  marks) 

k.    Social  responsibility  is  important  to  any  company.  You  need  to  have  social  responsibility  with  your  employees.  If  you  fail  in  this 
regard,  you  may  find  that  you  have  a  large  employee  mmover  which  can  damage  good  will  in  your  community.  You  must  also  offer 
the  consumers  a  product  that  is  safe  and  maintains  high  quality.  Your  company  should  offer  warranties  regarding  your  product  if 
any  are  returned  as  defective.  The  number  of  returns  and  exchanges  and  the  good  will  generated  outweighs  any  financial  losses.  It 
is  important  for  your  company  to  generate  good  will  within  the  community  by  belonging  to  various  local  business  and  social 
organizations.  (2  marks) 

2.     a.     Some  possible  advantages  include  the  following: 

•  limited  financial  liability 

•  specialized  management  skills 

•  great  financial  capability 

•  unlimited  life  span 

•  easily  transferred  ownership 

•  capacity  for  growth  (3  marks) 
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b.    Some  possible  disadvantages  include  the  following: 


•  difficult  and  costly  to  establish 

•  a  lack  of  personal  interest  by  management 


•  legal  restrictions  and  government  regulations 

•  a  lack  of  secrecy  in  operations  (2  marks) 


c.  A  private  corporation  has  less  than  50  shareholders  and  shares  are  not  sold  to  the  general  public,  while  a  public  corporation  has  any 
number  of  shareholders  and  shares  are  bought  by  the  public  through  the  stock  market.  (3  marks) 

d.  Preferred  shareholders  usually  receive  a  specified  annual  dividend  per  share  which  is  paid  before  any  other  types  of  shares  are  paid. 
In  the  event  of  dissolution,  preferred  shareholders  have  first  claim  to  assets  after  all  creditors  have  been  paid. 

Common  shareholders  have  no  particular  rights  to  any  profits  or  claim  of  assets.  In  the  event  of  dissolution,  they  can  retain  ownership 
of  any  assets  after  creditors  and  preferred  shareholders  have  been  paid.  (2  marks) 

Section  2:  Production  and  Marketing 

Key  Concepts 

•  marketing       •  the  marketing  strategy      •  creation  of  the  product      •  production  decisions      •  channels  of  distribution 

The  basic  goals  of  this  section  are  to  ensure  that  students 

•  can  give  examples  of  marketing  mix  strategies 

•  analyse  market  research 

•  manipulate  components  of  the  marketing  mix 

•  summarize  events  included  in  the  marketing  of  products 

•  interpret  the  variations  of  channels  of  distribution 

•  compare  the  marketing  of  consumer  goods  to  the  marketing  of  industrial  goods 

•  summarize  decisions  that  affect  the  production  of  goods 


Teaching  Suggestions 

The  following  activities  may  help  to  enhance  the  concepts  discussed  in  this  section: 

•  Have  students  create  a  visual  display  showing  the  channels  of  distribution  using  model  trucks,  airplanes,  ships,  trains,  and 
buildings. 

•  Invite  a  small-business  owner  to  discuss  the  eight  functions  of  marketing  and  how  they  relate  to  that  person's  business. 

•  Develop  a  marketing  mix  for  various  products. 

•  Design  product  life  cycles  for  the  noted  products. 


Section  2  Assignment  (33  marks) 
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(13  marks) 

*(Note  to  Learning  Facilitator:  The  word  "more"  in  statement  f.  in  the  Assignment  Booklet  should  be  changed  to  "less.") 
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2.  a.  The  target  market  composed  of  young  adults  with  or  without  children  is  chosen  for  the  fashion  concept.  Brightly  coloured  T-shins 
are  very  fashionable  with  adults.  At  the  same  time,  many  adults  dress  their  children  in  fashionable  clothes.  The  T-shins  are  also  m 
an  appropriate  price  range  so  that  many  adults  with  children  can  afford  to  purchase  them.  (4  marks ) 

b.  The  criteria  used  to  establish  this  particular  product  with  regards  to  interest  is  from  the  fashion  concepts  that  have  already  been 
established.  The  T-shirts  are  not  in  the  exclusive  price  range,  so  they  do  not  exclude  any  wage-earning  groups.  Education  as  a 
criteria  does  not  have  to  be  considered.  Lifestyle  is  being  advertised  as  young,  and  family  oriented.  Occupation  is  not  a  major  factor 
for  this  criteria.  (5  marks) 

c.  The  motive  for  this  promotional  strategy  of  using  a  canoe  to  deliver  the  products  down  the  river  from  the  warehouse  to  the  store  is 
designed  to  grab  the  visible  attention  of  everyone  who  sees  the  canoe.  The  delivery  canoe  will  make  the  trip  three  times  a  week  and 
pass  by  the  large  noon-hour  crowd,  or  even  the  large  Saturday  crowd  that  uses  the  parkway  around  the  river.  This  concept  is  visible, 
designed  to  attract  attention,  and  is  also  a  new  concept  for  delivery.  No  heads  are  turned  to  look  at  a  delivery  truck  as  it  drives 
through  the  city,  but  people  will  notice  the  cargo  canoe.  (2  marks) 

d.  Place  is  very  important  in  the  marketing  of  the  product  for  the  following  reasons.  The  product  must  be  available  for  sale  where  the 
customers  are  located.  The  store  should  be  located  where  people  buy  a  large  amount  of  their  purchases.  While  shopping  cenu-es  are 
the  most  popular  venues  at  the  present  time,  customers  will  go  the  extra  distance  to  a  known  shopping  district  composed  of  individual 
stores.  Place  is  also  important  because  of  its  assumed  reputation.  Regardless  of  product  quality,  if  your  store  is  located  in  an 
economically  depressed  part  of  the  city  or  does  not  have  good  access  routes,  do  not  expect  your  product  to  be  successful  in  terms  of 
sales.  A  bad  location  will  not  attract  customers.  (4  marks) 

e.  In  this  particular  situation  there  are  two  alternatives.  The  first  one  is  to  locate  within  a  shopping  centre  which  attracts  a  large  number 
of  customers.  The  second  choice  is  an  individual  store  in  a  well-known  shopping  district,  which  ah-eady  has  a  large  number  of 
clothing  establishments.  (2  marks) 

f.  Promotion  for  this  new  product  can  be  centred  around  the  target  market  and  involve  mass  advertising  or  personal  selling.  The 
company  can  also  use  other  sales  promotion  techniques,  such  as  the  following:  two  for  the  price  of  one  for  a  limited  time:  a  free 
children's  size  T-shirt  with  the  purchase  of  two  adult  T-shirts;  discount  coupons  in  the  daily  newspaper;  radio  advertising;  and  local 
magazine  advertising.  (3  marks) 

Section  3:  Finance  and  Personnel 

Key  Concepts 

•  maintaining  a  cash  flow  •  long-term  sources  of  fmiding 

•  control  of  financial  operations  •  personnel  management 

The  basic  goals  of  this  section  are  to  ensure  that  students 

•  discuss  how  cash  is  controlled  and  flows  through  a  business  •  examine  how  securities  are  marketed 

•  examine  how  budgeting,  accounting,  and  analysis  assist  financial  management    •  review  various  personnel  strucmres  of  organizations 

•  identify  sources  of  business  capital  •  identify  the  importance  of  personnel  management 


Teaching  Suggestions 

The  following  activities  may  help  to  enhance  the  concepts  discussed  in  this  section: 

•  Invite  a  loans  officer  from  a  local  bank  to  speak  to  the  class  about  obtaining  a  short-term  loan  for  a  small  business. 

•  Make  a  wall  chart  showing  the  cash  inflow  and  outflow  for  an  imaginary  company. 

•  Create  a  fixed  capital  list  for  all  the  items  within  the  classroom. 

•  Invite  someone  from  a  local  business  to  speak  about  the  financial  control  and  recording  of  revenues  and  expenses. 

•  Have  the  operator  of  a  semi-truck  speak  to  the  class  about  vehicle  depreciation. 


Basic  Business  30 


5 


Learning  Facilitator's  Manual 


Module  2 


Section  3  Assignment  (29  marks) 
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5.     Long-term  funding  can  be  obtained  through  either  the  issuing  of  bonds  (debt  capital)  or  through  stocks  (ownership  or  equity  capital). 

In  the  case  of  bonds  the  company  will  issue  certificates,  which  will  be  traded  to  another  person  for  a  set  amount  of  money. 

There  will  be  a  maturity  date  on  the  bond  when  the  company  must  pay  back  the  full  value  or  the  face  value  of  the  bond.  In  addition,  the 
bond  holder  will  collect  an  annual  interest  amount  set  at  the  time  of  purchase. 

In  the  case  of  issuing  shares  in  the  company  to  obtain  long-term  funding,  the  company  will  "go  public"  and  raise  money  by  selling  its 
shares  to  investors. 

The  shares  are  purchased  by  an  investment  firm,  or  group  of  firms,  which  decides  on  the  issue  price  and  then  sells  the  shares  to  the 
public.  The  newly  issued  publicly-owned  shares  can  now  be  traded  on  the  stock  exchange,  where  the  market  demand  will  determine  if 
the  share  values  increase  or  decrease.  Meanwhile  the  company  has  received  its  long-term  funding  and  can  now  proceed  with  its 
expansion. 

The  advantage  of  bonds  is  that  they  represent  a  debt  which  must  be  paid  back  in  full  to  the  bond  holders.  The  bond  holders  have  no  say 
in  the  management  or  operation  of  the  company.  As  long  as  the  annual  interest  and  principal  is  paid  upon  maturity,  the  bond  holders 
have  no  reason  to  claim  any  company  assets. 

In  the  case  of  stocks  or  shares  the  publicly-purchased  shares  do  represent  part  ownership  in  the  company.  If  another  company  or  person 
has  purchased  the  majority  of  offered  shares  they  can,  in  effect,  run  your  company  through  the  board  of  directors.  (10  marks) 
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Module  3:  Management  Techniques  -  Overview 

In  this  module  students  will  leam  the  basic  management  techniques.  They  will  be  introduced  to  management  skills,  management  functions, 
the  management  of  human  resources,  and  time  management.  They  become  aware  of  the  planning,  organizing,  directing,  and  controlling 
functions  managers  use  to  achieve  organizational  goals.  Students  will  gain  an  understanding  about  the  theories  of  human  resource 
management.  They  become  aware  of  the  scarce  resource  of  time  which  must  be  used  effectively  and  efficiently  to  achieve  stated  goals. 

Following  is  a  graphic  showing  how  this  module  is  organized. 


Evaluation 


The  evaluation  of  this  module  will  be  based  on  four  assignments: 


Section  1  Assignment  27  marks 

Section  2  Assignment  28  marks 

Section  3  Assignment  24  marks 

Section  4  Assignment  21  marks 


TOTAL      100  marks 
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Teaching  Suggestions 

The  following  are  suggested  possibilities  for  beginning  this  module: 

•  Have  the  students  recall  some  of  their  previous  coaches.  Then  have  them  list  any  skills  these  coaches  possessed  that  led  to 
success. 

•  Introduce  a  juggler  as  one  who  carefully  balances  items.  Then  compare  the  juggler's  managing  skill  to  the  four  major 
management  functions.  Managers  juggle  the  functions  of  planning,  organizing,  directing,  and  controlling  in  a  delicate  balance. 

•  Discuss  the  concept  of  managers  orchestrating  the  skills  of  employees  to  complete  tasks  before  organizational  goals  can  be 
achieved.  The  idea  of  orchestrating  should  be  discussed  in  the  context  of  a  maestro  conducting  a  symphony.  The  director 
draws  out  the  skills  of  musicians  to  achieve  the  best  possible  representation  of  the  musical  score.  Similarly,  managers  in  a 
business  organization  guide  employees  to  do  their  best  for  the  task  at  hand. 

•  Discuss  the  role  of  world  leaders  or  politicians  and  how  they  use  their  skills  to  achieve  goals  for  their  countries  or  constituents. 


Section  1 :  Management  Skills 

Key  Concepts 

•  management  theories 

•  levels  of  management 

The  basic  goals  of  this  section  are  to  ensure  that  smdents 

•  identify  the  three  major  schools  of  management  thought  and  describe  how  each  developed 

•  identify  the  process,  role,  benefits,  and  problems  of  management  by  objectives 

•  describe  the  type  of  human  nature  found  in  each  of  the  three  schools 

•  explain  how  each  of  the  schools  contributes  to  a  well-rounded  manager 

•  identify  and  explain  the  differences  between  supervisory,  middle,  and  top  levels  of  management 

•  identify  and  explain  the  differences  between  technical,  human,  and  conceptual  management  skills 

•  compare  and  contrast  the  emphasis  placed  on  management  skills  at  various  management  levels  within  an  organization 


Teaching  Suggestions 

The  following  activities  may  help  to  enhance  the  concepts  discussed  in  this  section: 

•  Have  a  coach  and  a  manager  come  to  class  and  discuss  the  similarities  and  differences  of  their  roles. 

•  Play  a  symphony  (recording  or  video)  in  class  and  have  the  students  record  their  thoughts  on  the  importance  of  having  a  leader 
to  guide  the  musicians. 

•  Allow  students  to  make  their  own  lists  of  what  management  skills  they  have  observed  as  employees. 

•  Juggle,  or  find  someone  who  can  juggle,  three  rubber  balls  and  then  discuss  the  difficulty  of  adding  an  additional  ball  to  the 
group.  Discuss  the  importance  of  the  four  management  functions  and  potential  difficulties  inherent  in  management. 
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Section  1  Assignment  (27  marks) 

1 .  The  scientific  management  approach  was  initiated  by  Frederick  Taylor.  He  beHeved  that  efficiency  would  improve  by  scieniifically 
studying  what  a  job  entailed,  and  by  scientifically  selecting  and  training  workers.  He  also  advocated  cooperation  between  management 
and  workers  to  ensure  the  work  be  done  according  to  scientific  principles.  The  work  was  to  be  divided  between  management  and  the 
workers  according  to  who  did  what  tasks  best.  Since  work  was  divided  into  smaller  activities,  the  workers  could  easily  learn  the  tasks 
and  perform  them  very  quickly. 

The  workers  were  motivated  by  money  (piece-rate  system).  By  working  faster,  employees  could  increase  their  earnings.  However, 
management  soon  learned  that  money  was  not  the  best  tool  for  motivating  workers  -  as  the  standard  of  living  increased,  producti\  ii\  did 
not.  Although  the  scientific  management  approach  helped  many  companies  increase  their  production,  employees  were  treated  like 
machines  rather  than  human  beings. 

Management  by  objectives  is  a  newer  version  of  the  scientific  management  approach.  It  consists  of  three  stages  -  setting  objectives 
(Stage  1),  progress  feedback  (Stage  2),  and  evaluating  results  (Stage  3).  The  greatest  advantage  of  MBO  is  that  it  allows  subordinates  to 
participate  in  setting  goals  and  objectives.  It  enables  them  to  get  a  better  understanding  of  how  their  efforts  are  tied  to  the  goals  and 
objectives  of  the  organization.  Communication  between  superiors  and  subordinates  is  enhanced  because  of  the  close  contact  between  the 
two  groups  in  the  process  of  defining  objectives,  assessing  progress,  and  evaluating  results. 

In  general,  MBO  allows  for  the  integration  of  individual  and  organizational  goals  and  it  provides  an  improved  basis  for  evaluating 
employees. 

Despite  the  many  advantages  of  MBO,  there  are  some  disadvantages.  The  most  prominent  disadvantage  with  the  MBO  process  is  the 
great  amount  of  time,  money,  and  paperwork  that  must  be  utilized.  If  management  is  not  committed  to  the  process,  then  panicipation  is 
not  encouraged  and  the  process  is  not  supponed  with  the  appropriate  resources.  The  process  then  fails. 

Control  systems  for  measuring  the  achievement  of  objectives  will  have  to  be  established.  Individual  rewards  must  be  based  on  the 
achievement  of  objectives  rather  than  non-performance  factors  like  work  habits,  individual  appearance,  and  the  ability  to  get  along  with 
others. 

The  human  relations  approach  was  introduced  by  Elton  Mayo  through  the  Hawthorne  experiments,  which  were  designed  to  determine  the 
relationship  between  productivity  and  physical  factors  like  rest  periods,  lighting,  temperature,  and  work  schedules.  Human  relations 
gained  much  recognition  and  management  came  to  realize  that  the  needs  of  the  workers  went  beyond  money  and  job  security. 
Management  became  aware  of  the  importance  of  social  needs  and  a  good  social  working  environment.  Management/labour  cooperation 
and  the  ability  to  secure  cooperation  between  people  can  lead  to  higher  production. 

The  systems  approach  is  the  newest  approach  to  business  management.  This  approach  emphasizes  that  the  units  in  an  organization  are 
interrelated  and  must  unite  as  one  to  perform  the  particular  functions  of  the  organization.  The  combined  group  effon  is  greater  than  the 
total  of  individual  worker  efforts.  Changes  that  occur  in  the  units  will  affect  other  units  and  the  company  as  a  whole. 

When  making  decisions,  management  must  consider  the  decision-making  centres  of  the  units  and  arrange  for  the  fiow  of  information  and 
communication. 

With  the  systems  approach  employees  must  work  together  in  each  unit,  and  units  must  also  work  together  in  a  cohesive  and  coordinated 
manner  to  achieve  the  organization  goals.  (15  marks) 

2.  Management  by  objectives  (MBO)  is  a  process  whereby  a  set  of  procedures  are  set  in  place  to  define  the  firm's  objectives  and  to  evaluate 
the  results  in  light  of  these  objectives.  Both  managers  and  employees  are  involved  in  the  process,  which  was  designed  to  reduce 
management  dissatisfaction  and  increase  staff  morale.  There  are  three  stages  in  this  process: 

•  setting  objectives      •  progress  feedback       •  evaluating  results 
Students  who  agree  with  the  concept  of  MBO  may  do  so  for  the  following  reasons: 

•  It  allows  employees  to  participate  in  goal  setting  and  provides  them  with  some  understanding  of  how  they  fit  in  with  the 
organization's  goals  and  objectives  (integration  of  employee  and  organizational  goals). 

•  Employees  know  what  is  expected  of  them  and  how  they  will  be  evaluated. 
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•  Managers  and  employees  are  more  in  touch  with  each  other,  so  communication  should  be  improved. 

•  Delegation  is  improved  with  the  review  of  job  descriptions,  responsibility,  and  authority. 

Students  who  disagree  may  do  so  for  these  reasons: 

•  This  process  can  be  costly  in  terms  of  time,  money,  and  paperwork. 

•  Control  systems  must  be  established  to  measure  if  the  objectives  are  being  achieved. 

•  Both  employees  and  top  management  people  must  be  convinced  of  the  benefits  of  this  process. 

•  Problems  can  arise  if  rewards  are  not  based  on  the  achievement  of  predetermined  objectives,  but  rather  on  things  like  work 
habits,  individual  appearance,  and  an  ability  to  get  along  with  co-workers.  (12  marks) 


The  basic  goals  of  this  section  are  to  ensure  that  students 

•  define  the  four  functions  of  management:  planning,  organizing,  directing,  and  controlling 

•  compare  long-range  and  short-range  planning  and  recognize  the  need  for  flexibility 

•  outline  the  steps  needed  for  planning 

•  list  the  steps  needed  for  planning 

•  list  the  steps  in  the  decision-making  process 

•  explain  motivation  according  to  theories  of  human  behaviour 

•  compare  leadership  styles 

•  identify  various  methods  in  which  authority  or  power  is  maintained 


Teaching  Suggestions 

The  following  activities  may  help  to  enhance  the  concepts  discussed  in  this  section: 

•  Write  down  the  four  functions  of  management  and  have  the  students  reflect  on  their  experiences  as  employees  to  offer  items  to 
include  under  each  of  the  four  headings. 

•  Design  an  overhead  transparency  to  show  the  four  functions  of  management  and  their  interrelationships. 

•  Show  a  video  on  perception  and  have  a  class  discussion  about  how  the  video  relates  to  management.  Each  one  of  us  perceives 
the  world  differently  (subjectively),  yet  we  must  remain  objective  when  it  comes  to  management  decisions.  Tunnel-vision 
perception  can  cause  a  one-sided  view  of  a  situation.  Education  (management  training)  should  be  concerned  with  expanding 
one's  perceptions.  Discuss  the  following  which  relate  to  perception:  first  impressions,  stereotypes,  social  roles,  conformity, 
and  objectivity. 


Section  2  Assignment  (28  marks) 

1 .      a.    Planning  is  the  management  function  of  establishing  objectives  that  the  organization  should  accomplish  by  a  future  date  and  then 
determining  how  best  to  achieve  those  objectives. 

b.    Decision  making  is  the  process  of  choosing  the  best  course  of  action  from  among  two  or  more  alternatives. 


Section  2:  Management  Functions 


Key  Concepts 


•  management's  planning  function 

•  organizing  management 


•  the  managerial  function  of  directing 

•  the  management  function  of  controUing 
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c.  Organizing  is  the  management  function  that  follows  planning  and  indicates  how  management  wants  to  arrange  its  resources  to 
accomplish  the  plan. 

d.  Decentralization  is  the  amount  of  authority  that  has  been  delegated  to  lower  levels  of  management,  and  the  kinds  of  decisions 
lower-level  managers  are  allowed  to  make. 

e.  Directing  is  the  management  function  of  guiding  the  actions  and  performances  of  people  to  achieve  the  organization's  goals. 

f.  Strategy  is  the  art  of  developing  plans  for  achieving  goals.  It  is  a  unified  picture  of  an  organization's  future  course  to  ensure  that  its 
objectives  complement  one  another.  It  also  specifies  how  resources  are  to  be  used. 

g.  Short-range  planning  is  the  type  of  planning  that  is  usually  done  for  a  period  of  one  year  or  less  and  covers  specific  objectives  to  be 
accomplished  during  that  time. 

h.  Controlling  is  the  management  function  of  ensuring  that  actual  performance  is  according  to  plan  and  that  organizational  goals  are 
being  met.  (16  marks) 

2.  Step  1  is  the  establishing  of  goals  and  objectives.  The  objectives  must  be  specific  and  attainable. 

Step  2  is  the  examination  of  the  organization's  present  position  -  how  the  organization  is  progressing  in  relation  to  its  objectives.  The 
organizational  resources  to  achieve  goals  are  examined. 

Step  3  is  forecasting  future  trends,  which  involves  the  estimation  of  future  events  and  the  determination  of  how  the  organization  should 
react  to  changes.  It  also  deals  with  trends  which  affect  short-range  and  long-range  plans. 

Step  4  involves  determining  a  strategy  for  achieving  objectives.  Strategies  are  developed  and  must  be  flexible.  (6  marks) 

3.  Most  students  should  mention  the  steps  of  the  decision-making  process,  which  are  the  following: 

•  recognizing  and  defining  the  problem 

•  collecting  and  gathering  data 

•  analysing  data  and  developing  alternative  courses  of  action 

•  evaluating  alternative  courses  of  action 

•  selecting  and  implementing  one  course  of  action  (6  marks) 


Section  3:  Managing  Human  Resources 

Key  Concepts 

•  persomiel  management 

•  training  and  performance 

•  job  satisfaction 

•  government  controls 

The  basic  goals  of  this  section  are  to  ensure  that  students 

•  outline  how  employees  are  recruited  and  placed 

•  compare  employer  and  employee  expectations 

•  examine  strategies  for  training  and  performance  reviews 

•  identify  methods  of  compensating  employees 

•  identify  potential  health  and  safety  problems 

•  discuss  various  ways  in  which  employees  leave  their  positions 

•  discuss  government  controls  on  employee-employer  relations 
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Teaching  Suggestions 

The  following  activities  may  help  to  enhance  the  concepts  discussed  in  this  section: 

•  Invite  the  school  principal  or  superintendent  to  discuss  staffing  and  human  resource  planning. 

•  Have  students  share  their  experiences  of  searching  for  a  job,  applying  for  a  job,  job  interviews,  and  the  outcome  of  their  efforts. 

•  Outline  the  major  functions  of  management  (planning,  organizing,  directing,  and  controlling)  and  compare  these  to  the  major 
functions  of  business  (marketing,  communications,  production,  accounting,  and  personnel).  Then  show  the  overlap  between 
organizing  (where  personnel  comes  from)  and  the  personnel  department.  Students  will  be  able  to  see  the  importance  of  the 
staffing  function  in  relation  to  achieving  organizational  goals. 

•  Arrange  a  field  trip  to  the  nearest  Employment  Standards  Branch  of  Alberta  Labour.  Students  can  prepare  relevant  questions 
about  personnel  issues. 

OR 

The  RITE  number  can  be  printed  on  die  blackboard  and  students  may  either  use  questions  made  up  by  the  teacher,  or  prepare 
their  own  questions  to  ask  a  staff  member  from  Employment  Standards. 


Section  3  Assignment  (24  marks) 

1 .  Students  should  mention  the  following  four  main  functions: 

•  PoHcy  Initiation 

The  manager  of  the  personnel  department  must  develop  policies  which  deal  with  working  hours  and  standards  of  performance. 
These  policies  make  the  other  managers'  decisions  less  strenuous  and  time  consuming. 

•  Advice 

The  personnel  manager  offers  other  managers  advice  on  a  number  of  employee-related  issues  such  as  grievance  procedures  or 
employee  discipline. 

•  Service 

Service  duties  of  the  personnel  department  include  recruiting,  hiring,  training,  and  compensation. 

•  Control 

The  personnel  department  monitors  other  departments  to  ensure  they  follow  personnel  policies  and  procedures.  (8  marks) 

2.  Students  should  include  the  following  factors: 

•  Federal  and  provincial  laws  -  Minimum  wage  laws  cover  almost  all  employees  in  Alberta. 

•  Ability  to  pay  -  Profitable  companies  generally  pay  higher  wages  than  less-profitable  companies. 

•  Prevailing  wages  -  Wages  are  sometimes  based  on  the  average  wages  in  an  industry. 

•  Job  requirements  -  The  rate  of  pay  for  jobs  is  usually  based  on  the  difficulty  of  the  job  and  the  amount  of  skill  and  effort 
required  to  do  the  job. 
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•  Cost  of  living  -  Wages  rise  as  the  cost  of  living  rises  in  order  to  maintain  consumer  purchasing  power. 

•  Productivity  -  More  productive  companies  can  usually  pay  higher  wages  than  less-productive  firms. 

•  Bargaining  power  -  Unionized  workers  have  more  power  to  bargain  for  higher  wages  than  non-unionized  workers.  (12  marks) 
3.    The  student  can  choose  any  rules  noted  on  page  5 1 5  of  the  textbook.  They  must  support  their  choices.  (4  marks) 


Section  4:  Time  l\/lanagement 

Key  Concepts 

•  stress 

•  managing  time 

The  basic  goals  of  this  section  are  to  ensure  that  students 

•  examine  current  strategies  for  coping  with  problems  and  stress  in  the  workplace 

•  identify  sources  of  time  management  problems 

•  investigate  techniques  used  by  effective  time  managers 

•  apply  time  management  techniques  to  planning,  organizing,  directing,  and  controlling 


Teaching  Suggestions 

The  following  activities  may  help  to  enhance  the  concepts  discussed  in  this  section: 

•  Have  students  identify  the  major  uses  of  their  time  and  write  the  students'  uses  of  time  on  the  blackboard.  Then  discuss  these 
uses. 

•  Invite  a  guest  speaker  to  discuss  how  important  the  proper  use  of  time  is  to  managers.  Managers  must  use  their  time  at  work 
very  carefully  in  order  to  complete  their  required  tasks  in  the  allotted  time. 

•  Show  a  videotape  on  the  subject  of  time  management. 

•  Invite  a  principal,  superintendent,  guidance  councillor,  or  a  management  consultant  to  discuss  common  time-management 
problems  that  he  or  she  has  encountered  while  working  with  various  companies  and  individuals.  Suggestions  can  be  offered 
for  improvement. 

•  Show  a  time  breakdown  on  the  blackboard,  on  a  transparency,  or  in  a  handout,  which  shows  the  following: 

-  60  seconds  in  a  minute 

-  60  minutes  in  an  hour 

-  24  hours  in  a  day 

-  7  days  in  a  week 

-  52  weeks  in  a  year 

•  Mortality  tables  obtained  from  an  insurance  agent  can  be  introduced  to  the  students,  who  can  check  the  tables  to  see  how  long, 
on  the  average,  people  in  their  age  group  can  expect  to  live.  Then  have  a  class  discussion  dealing  with  how  imponant  time 
management  is  in  relation  to  achieving  goals. 
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Section  4  Assignment  (21  marks) 

1 .  Managers  have  a  limited  amount  of  time  in  which  to  complete  certain  organization  goals.  Time  is  a  scarce  resource  that  needs  to  be 
managed  efficiently  and  effectively.  By  scheduling  and  priorizing  the  necessary  activities,  managers  can  make  the  best  use  of  their  time. 
For  example,  managers  may  wish  to  meet  with  workers  to  delegate  certain  responsibilities  and  duties.  The  manager  then  has  the 
responsibility  to  tell  the  workers  about  the  meeting  in  advance  and  to  ensure  the  meeting  is  scheduled  for  a  certain  date  and  time.  (5  marks) 

2.  Procrastination  is  putting  off  doing  something. 

Managers,  just  as  all  other  people,  are  subject  to  procrastination.  Some  possible  techniques  to  overcome  procrastination  are  as  follows: 

•  Break  large  work  assignments  into  smaller,  more  manageable  sizes. 

•  Set  realistic  goals  which  can  be  easily  achieved. 

•  Set  a  definite  time  limit  for  a  certain  task  and  stick  to  it. 

•  Try  to  identify  possible  obstacles  and  distractions  that  can  take  you  away  from  the  task. 

•  Reward  yourself  for  completing  small  tasks.  (8  marks) 

3.  Some  suggestions  for  coping  with  stress  are  as  follows: 

•  Maintain  your  personal,  physical,  and  mental  health  by  eating  well-balanced  meals,  getting  adequate  rest,  and  sufficient  exercise. 

•  Talk  it  out.  Discuss  your  workload  with  a  supervisor. 

•  Take  time  out.  Take  routine  breaks  and  switch  to  less  stressful  tasks  like  taking  a  walk,  reading  a  book,  or  climbing  stairs. 

•  Take  one  thing  at  a  time.  Recognize  your  time  and  energy  limits.  Suggest  being  realistic  about  planning  and  setting  priorities. 

•  Balance  your  life.  Allow  time  for  work,  family,  and  leisure. 

•  Learn  to  accept  those  things  you  cannot  change. 

•  Talk  out  troubles. 

•  Develop  co-worker  support  networks  to  share  work  during  peak  periods.  (8  marks) 
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Module  4:  Personal  Financial  Planning  -  Overview 


In  this  module  students  will  learn  about  the  importance  of  personal  financial  planning.  Section  1  focuses  on  personal  budgeting,  which  is 
necessary  for  satisfying  students'  needs  and  wants  and  for  living  within  their  incomes.  Students  will  learn  about  developing  money 
management  skills,  which  are  essential  for  future  success  and  happiness.  In  Section  2  the  students  are  exposed  to  the  Canadian  banking 
system  and  careers  in  banking  and  financial  management.  They  learn  about  savings  and  chequing  accounts  and  find  out  how  to  open  an 
account,  how  to  make  a  deposit,  and  how  to  make  a  withdrawal  from  each  type  of  account.  They  will  be  able  to  operate  a  personal  chequing 
account  and  know  how  to  write  cheques.  In  Section  3  the  students  will  gain  a  thorough  understanding  of  savings  and  investments.  They  are 
exposed  to  the  factors  that  determine  their  savings  potential.  They  will  be  able  to  calculate  both  simple  and  compound  interest.  The  students 
will  become  aware  of  the  effects  of  inflation  and  become  familiar  with  government  measures  to  curb  inflation.  In  Section  4  students  learn  how 
to  complete  a  personal  income  tax  return  and  how  to  interpret  taxation  records  of  employment  income. 

Proper  financial  planning  improves  the  financial  position  of  students,  helps  them  to  do  what  they  want  to  do,  go  where  they  want  to  go,  and 
live  as  they  please.  It  allows  students  to  know  their  financial  limits. 

Following  is  a  graphic  representation  that  shows  how  this  module  is  organized. 


PERSONAL 


Evaluation 


The  evaluation  of  this  module  will  be  based  on  four  assignments: 


Section  1  Assignment 
Section  2  Assignment 
Section  3  Assignment 
Section  4  Assignment 


25  marks 
25  marks 
8  marks 
42  marks 


TOTAL 


100  marks 
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Teaching  Suggestions 

The  following  are  suggested  possibilities  for  beginning  this  module: 

•  Discuss  earnings  from  employment  by  asking  students  who  have  a  part-time  job  to  explain  how  they  get  paid,  and  to  explain 
their  deductions.  This  helps  establish  a  setting  for  discussing  gross  pay  and  net  pay. 

•  Ask  the  class  if  there  are  any  students  who  plan  to  get  a  job  after  high  school,  even  if  just  for  the  summer,  or  if  any  students 
plan  to  live  on  their  own  within  the  next  several  years.  The  next  logical  step  for  discussion  is  "how  much  will  it  cost  to  live  on 
your  own?"  This  list  can  be  made  on  the  chalkboard,  and  be  developed  into  a  budget.  A  discussion  or  explanation  of  fixed  and 
variable  costs  or  expenses  will  follow  naturally. 

•  Once  the  chalkboard  example  has  been  completed  the  income  needed  to  balance  the  budget  can  be  established,  and  decisions 
can  be  made  on  whether  the  budget  is  too  large. 

•  Discuss  setting  financial  goals  for  items  like  a  mountain  bicycle  or  a  stereo,  and  ask  if  any  students  have  bought  items  like 
these  with  their  own  earnings.  Discuss  the  prices  of  these  large  items  and  talk  about  how  their  purchase  must  be  planned.  This 
can  lead  into  discussions  about  plans  to  buy  a  car,  or  to  save  for  post-secondary  education  -  these  things  can  be  added  to  the 
budget. 


Section  1 :  Personal  Budgeting 

Key  Concepts 

•  establishing  financial  goals 

•  income  deductions 

•  preparing  a  budget 

The  basic  goals  of  this  section  are  to  ensure  that  students 

•  establish  financial  goals  •  compare  actual  and  budgeted  amounts 

•  prepare  a  personal  budget  •  list  and  explain  deductions  from  income 

•  define  and  calculate  income  and  expenditures  •  identify  fixed  and  variable  expenses 


Teaching  Suggestions 

The  following  activities  may  help  to  enhance  the  concepts  discussed  in  this  section: 

•  Discuss  the  pros  and  cons  of  keeping  a  budget  and  not  keeping  a  budget.  Use  a  horror  story  of  somebody  who  had  a  large 
unexpected  expense,  or  relate  a  story  of  your  own,  and  then  ask  students  if  any  of  them  or  their  parents/guardians  had  a  similar 
experience. 

•  Make  a  flow  chart  showing  someone's  gross  pay,  then  subtract  the  usual  pay  deductions,  resulting  in  the  net  pay.  Then  draw 
up  a  budget  using  the  net  pay  amount. 


Section  1  Assignment  (25  marks) 

1 .    Lines  6  to  33  are  estimated  amounts.  Ensure  that  line  34  does  not  exceed  line  5. 


Basic  Business  30 


2 


Learning  Facilitator's  Manual 


Module  4 


MONTHLY  TAKE-HOME  INCOME 

List  only  regular  income,  not  money  you  receive  for  occasional  overtime  or  moonlighting.  List  your 
take-home  income,  that  is,  what  you  have  left  after  deductions.  MONTHLY 
Source  AMOUNT 

1 .  vvages/odidry 

943.00 

c..  VVdgtJb/Ocliary 

o.   ramiiy  Miiowance 

wtner  neguidi  iviuruniy  iriouriic 

o.    1  oidi  ivioniniy  ictKc  nunic  inuunic  ^muu  iiric;b  i  lu  ^  iiioiuoivc;.^ 

943.00 

IRREGULAR  &  ANNUAL  EXPENSES 

All  figures  on  this  chart  should  be  annual,  not  monthly  amounts. 
Item 

ANNUAL 
AMOUNT 

6.  Insurance  (Do  not  include  those  payments  Car 

which  are  deducted  from  your  pay  cheque.) 

Property 

135.00 

Medical 

237.00 

7.  Annual  Vacation  &  Other  Travel 

200.00 

8.  Holiday  Expenses  &  Gifts 

150.00 

9.  Other  Gifts  &  Contributions 

70.00 

10.  Car  Maintenance 

1 1 .  Household  Maintenance 

100.00 

1 2.  Car  &  Other  Licenses 

13.  Membership  Fees 

14.  Tuition  &  School  Supplies 

15.  Dental  &  Optical 

250.00 

16.  Taxes  (if  paid  in  an  annual  lump  sum) 

17.  Clothing 

600.00 

18.  Medication 

150.00 

19.  Other  (Use  these  spaces  to  list  other 

irregular  &  annual  expenses  or  items  you 

plan  to  purchase  in  the  next  year.) 

20.  Total  Irregular  &  Annual  Expenses  (Add  lines  6  to  1 9  inclusive.) 

1892.00 

21 .  Monthly  Requirement  for  Irregular  &  Annual  Expenses  (Divide  line  20  by  1 2.) 

157.67 

1 


'Alberta  Consumer  and  Corporate  Affairs  for  the  excerpt  taken  from  Moving  Out,  1983.  Reprinted  by  permission  of  Alberta  Consumer  and  Corporate  Affairs. 
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MONTHLY  EXPENSES 

All  figures  on  this  chart  should  be  monthly  amounts.  MONTHLY 
Item  AMOUNT 

22.  Monthly  Requirement  for  Irregular  &  Annual  Expenses  (Transfer  from  line  21 .) 

157.67 

23.  Savings                                          Emergency  Fund 

50.00 

Savings  Fund 

70.00 

24.  Food  (Plus  other  items  bought  at  grocery  store) 

140.00 

25.  Housing  (Mortgage  or  rent  and  parking) 

300.00 

26.   Utilities  Light 

20.00 

Water/Sewage  [Usually  included  In  apartment  rent] 

Local  Telephone 

10.00 

Long  Distance  Telephone 

Natural  Gas  [Usually  included  in  apartment  rent] 

Cable  TV 

27.  Household  Incidentals  (Newspaper,  coin  laundry,  etc.) 

40.00 

28.  Gasoline 

29.   Bus  Fares,  Taxis,  Parking 

40.00 

30.  Payments  (List  each  of  your  creditors  and 

the  monthly  amount  owing.) 

31 .  Personal  Allowance  (Personal  items  such  Adult 

35.00 

as  cosmetics  and  hair  cuts,  money  for  Adult 

work,  or  school-related  items.)  qy]\\6 

Child 

Child 

32.   Recreation  &  Entertainment  (includes 

80.00 

related  babysitting  expenses,  meals 

purchased  away  from  home) 

33.  Other  (Child  care,  child  support  payments. 

monthly  insurance,  alimony,  etc.) 

34.   TOTAL  MONTHLY  EXPENSES  (Add  lines  22  to  33  inclusive.) 

942.67 

'Alberta  Consumer  and  Corporate  Affairs  for  the  exceqjt  taken  from  Moving  Out.  1983.  Reprinted  by  permission  of  Alberta  Consumer  and  Corporate  Affairs. 

Basic  Business  30  4  Learning  Facilitator's  Manual 


Module  4 


Line  34,  Total  Monthly  Expenses,  must  equal  (or  be  less  than)  line  5.  Total  Monthly  Take-Home  Income. 

If  the  student  has  budgeted  for  Ronnie  to  spend  more  than  she  earns,  have  the  student  carefully  look  over  Ronnie's  expenses.  Are  the 
student's  figures  accurate?  Where  can  Ronnie  reduce  expenses?  What  can  she  do  without?  If  the  student  decides  to  cut  expenses,  be 
sure  the  cuts  are  realistic.  Look  to  discretionary  and  flexible  expenses  to  make  cuts.  (20  marks) 

2.     a.    Look  at  how  much  money  Ronnie  is  saving  each  month  (line  23).  How  much  does  a  car  cost  and  how  much  is  required  for  a  down 
payment?  Car  payments  will  likely  run  about  2%  per  month  of  the  car's  purchase  price  if  it  is  new  and  Ronnie  pays  for  it  over  five 
years,  with  20%  of  the  purchase  price  as  a  down  payment.  Ronnie  is  probably  looking  at  25  cents  per  kilometre  in  operating  costs  to 
cover  repairs,  gasoline,  and  other  items. 

The  student  probably  found  that,  if  Ronnie  is  living  alone,  her  budget  will  not  allow  for  saving  and  operating  a  car.  The  student  may 
have  been  able  to  budget  for  a  minimum  amount  of  savings  towards  a  car.  (2  marks) 

b.  The  student  will  have  to  look  at  his  or  her  budget  for  Ronnie  and  decide  in  what  areas  Ronnie  can  reduce.  The  student  must 
remember  to  keep  the  budget  realistic. 

Ronnie  can  live  with  a  roommate.  This  will  cut  rent  and  utility  payments  in  half  Ronnie  may  be  able  to  cut  back  on  discretionar\' 
expenses  like  long  distance  telephone  bills  and  recreation  costs.  A  change  in  lifestyle  will  be  involved.  (2  marks) 

c.  This  amount  of  money  is  probably  realistic  for  a  worker  with  little  specialized  training  or  experience.  Compare  this  monthly  wage 
to  minimum  wage.  (1  mark) 

Section  2:  Banking  and  Careers 

Key  Concepts 

•  banking  institutions 

•  services  offered  by  financial  institutions 

•  personal  savings  accounts 

•  personal  chequing  accounts 

•  careers  in  banking  and  financial  management 

The  basic  goals  of  this  section  are  to  ensure  that  students 

•  identify  the  various  banking  institutions  that  provide  banking  services 

•  list  the  different  kinds  of  personal  bank  accounts  and  know  how  to  operate  a  personal  chequing  account 

•  write  cheques  and  be  familiar  with  cheque-writing  procedures 

•  become  familiar  with  the  Canadian  banking  system  and  available  bank  services 

•  identify  the  process  of  cheque  endorsements  and  the  process  of  clearing  a  cheque 

•  explore  careers  in  banking  and  financial  management 


Teaching  Suggestions 

The  following  activities  may  help  to  enhance  the  concepts  discussed  in  this  section: 

•  Prepare  a  bulletin  board  showing  samples  of  cheques,  bank  statements,  and  deposit  slips. 

•  Draw  a  bank  statement  on  the  chalkboard  and  brainstorm  with  the  smdents  about  how  transactions  will  be  listed  on  the 
statement. 

•  List  the  different  kinds  of  bank  accounts  on  the  chalkboard.  Describe  each  account  using  short  phrases.  Brainstorm  simations 
where  each  account  may  be  used. 
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Section  2  Assignment  (25  marks) 


Date 

No. 

Particulars 

Cheques 

Deposits 

Balance 

427.91 

To 

Cheque 
or  Dep. 

For 

Bal. 

427 

9f 

542 

To       JViQ/ple.  J.eajj  /vlcui/:iCj£mmL 

00 

Cheque 
or  Dep. 

For  (leint 

Bal. 

/07 

91 

^ime.  f5 

To 

OlO 

Cheque 
or  Dep. 

For 

Bal. 

423 

9f 

jim&n 

543 

Tn           Orujia/)  OJj/iA  ^MjJjijoA 

2f 

^4 

Cheque 
or  Dep. 

For  ^ieci/iioiifj. 

Bal. 

402 

07 

544 

To       '^a^dme'd-  ^adJucmd 

69 

00 

Cheque 
or  Dep. 

For  Ci&ilied- 

Bal. 

333 

07 

To       fLOi^  ckeqm 

250 

00 

Cheque 
or  Dep. 

For 

Bal. 

5?3 

07 

Note:  Cheque  numbers  in  the  Assignment  Booklet  are  incorrect.  The  cheque  numbers  in  the  LFM  are  correct  -  please  have  the 
students  make  the  necessary  cheque  number  changes  in  their  Assignment  Booklets.  (10  marks) 


Your  Name 
Your  Address 

542 

{june  2    ,9  93 

s  320.00 

^li/iee  kimSied  and  iMi-eini^   

(9(9  DOLLARS 
100 

THE  TORONTO-DOMINION  BANK 

SOMEWHERE.  ALBERTA 
TOA  2Z3 

[|>i31||-   |:2q2q|iiaill:  351 1 1 1 23(35441  j- 

1 


(3  marks) 


'Reprinted  by  permission  of  The  Toronto-Dominion  Bank. 
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THE  TORONTO-DOMINION  BANK 

SOMEWHERE,  ALBERTA 
TOA  2Z3 


^  Cnequing  Accounr  Deposit 
Q  Sovlngs  Account  Deposit 


Acme  (P^imted) 


INITIALS 
DEPOSITOR  I  TELLER 


CUSTOMER'S  SIGNATURE 


ACCOUNT  NUMBER 

1  DATE 

luMe  f3,  1993 

12395-99 

CURRENCY 

1  316 

00 

COIN 

CHEQUES  OR  COUPONS 
(List  on  Reverse  if 
Necessary) 

SUBTOTAL 

316 

00 

LESS  Cosh  Received 

Q 

Q 

NET  DEPOSIT 

316 

00 

Your  Name 
Your  Address 


543 


Hm^n  ,,93 
s  21.24 


one 


24 


THE  TORONTO-DOMINION  BANK 

SOMEWHERE,  ALBERTA 
TOA  2Z3 


II-131II-   |:2C32q|||aill:   asl  II 1  Sai3SC}q||> 


Your  Name 
Your  Address 


?h1Sder  op  i  ^oAhxm^ 


nme 


THE  TORONTO-DOMINION  BANK 

SOMEWHERE.  ALBERTA 
TOA  2Z3 


II>I31II>   |:2C32q|||ail|:  351 1 II  23^54^1 1> 


544 


^wK^22  ,,93 
s  69.00 


OOi 


(3  marks) 


'•-^Reprinted  by  permission  of  The  Toronto-Dominion  Bank. 
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THE  TORONTO-DOMINION  BANK 

£^  Cnequing  Account  Deposi 

SOMEWHERE,  ALBERTA 

Q  Savings  Account  Deposit 

TOA  2Z3 

DATE 

ACCOUNT  NUMBER 

^mie29,  f993 

f2395-99 

INIT 

ALS 

DEPOSITOR 

TELLER 

m 

CUSTOMER'S  SIGNATURE 


CURRENCY 

COIN 

CHEQUES  OR  COUPONS 

316 

00 

(List  on  R©v©rs6  it 
Necessary) 

SUBTOTAL 

3/6 

00 

LESS  Casn  Received 

66 

00 

NET  DEPOSIT 

250 

00 

(3  marks) 


Section  3:  Savings  and  Investment 

Key  Concepts 

•  savings 

•  long-term  and  short-term  savings 

•  investments 


calculation  of  interest 

choosing  a  savings  and  investment  plan 

the  effect  of  inflation  on  savings  and  investments 


The  basic  goals  of  this  section  are  to  ensure  that  students 

•  identify  factors  that  determine  potential  savings 

•  describe  various  types  of  savings  and  investments 

•  calculate  simple  and  compound  interest  earned  at  a  given  interest  rate 

•  contrast  savings  and  investment  institutions 

•  discuss  the  financial  stability  of  financial  institutions 

•  be  familiar  with  the  different  types  of  available  investment  plans 

•  outline  the  implications  of  inflation  problems  and  propose  solutions 


Teaching  Suggestions 

The  following  activities  may  help  to  enhance  the  concepts  discussed  in  this  section: 

•  Refer  back  to  Activity  2  of  Section  1 :  Income  Deductions  to  introduce  the  idea  and  definition  of  saving.  Role-model  with  two 
students.  Give  one  student  fake  money  to  lend  to  another.  Review  that  the  purpose  of  any  business  is  to  make  a  profit.  When  a 
bank  lends  money  it  expects  to  make  a  profit  (interest). 

•  Ask  students  if  they  have  noticed  a  rise  in  the  price  of  a  product  or  service  like  movie  admissions,  clothing,  skateboards,  or 
getting  a  haircut.  Compare  inflation  and  interest  and  the  effects  they  have  on  savings. 


'Reprinted  by  permission  of  The  Toronto-Dominion  Bank. 
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Section  3  Assignment  (8  marks) 

1.  A  =  P(l  +  ir 

A  =  850(1  +0.0675)^ 
A  =  850  (1.0675)^ 
A  =  850  (1.299) 
A  =  $1104.15  (3  marks) 

2.  I  =  pit 

I  =  $32.67  (2  marks) 


72 

Years  =  —  

rate  or  interest 

Years  =  f 

Years  =  7.2 


It  will  take  7.2  years  for  the  money  to  double  in  value. 


V  72 
Years: 


Years  =  ,  ^ 
12 

Years  =  6 


rate  of  interest 
72 


It  will  take  six  years  for  the  money  to  double  in  value.  (3  marks) 


Section  4:  Income  Tax 

Key  Concepts 

•  preparing  to  file  a  tax  return 

•  completing  a  tax  return 

The  basic  goals  of  this  section  are  to  ensure  that  students 

•  identify  who  must  file  an  income  tax  return 

•  interpret  taxation  records  of  employment  income  (T4  slips) 

•  complete  an  individual  income  tax  return 

•  identify  the  requirements  of  the  provincial  and  federal  governments  in  terms  of  taxation  income 


Teaching  Suggestions 

The  following  activities  may  help  to  enhance  the  concepts  discussed  in  this  section: 

•  Discuss  with  the  students  the  reasons  for  paying  personal  income  taxes. 

•  Prepare  a  bulletin  board  showing  the  sections  of  a  personal  income  tax  remm. 

•  Invite  a  person  who  prepares  lax  remms  to  discuss  completing  a  personal  tax  return. 
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Section  4  Assignment  (42  marks) 

■♦I 


1. 

Please  do  not 

use  this  area 

Revenue  Canada  Revenu  Canada 
Taxation  Impot 


T1  GENERAL  1991 


Federal  and  Alberta  Individual  Income  Tax  Return 
StepJ  _-  Idjentiflcation  


Did  you  get  an  identification  label?  If  so,  and  If  your  name  and  address  are 
correct,  attacfi  the  label  here. 

If  the  information  on  the  label  is  incorrect,  do  not  attach  it  here.  In  this  case  , 
or  if  you  did  not  receive  a  label,  complete  the  area  that  follows. 


Usual  First  Name  and  Initial 
Name      |/?|^|A/l<gl  I 


Surname.  Family  or  Last  Name 


Number.  Street.  Apt.  No..  P.O.  Box  No.  or  R.R.  No. 
Address  \S\0\>(\      \0\/  \  0\/ 


City 


''c^e'  \  T'\S.\^  \  /  \Z.\  /  \ 


Type  of  work  or  occupation  in  1 991 


Name  of  present  employer 


If  you  became  or  ceased  to  be  a  resident  of  Canada  in  1 991 ,  give 

Day        Monrh  Day  Mon 

Date  of  entry      |     |     |     |     |     |     or  departure     |     |     |     |  J" 


Day 


Month 


Year 


If  taxpayer  is  deceased,   —   . — , — .  , — , — , — , — 

give  date  of  death:         |     |     |     |     |     |         |     |     |     |  | 


If  the  social  insurance  number(s)  shown  on  the  label  is  not  correct,  or  if  you  did 
not  receive  a  label,  enter  correct  number(s)  below: 


Yours:  \/\3\  /|  \/\3\/\ 

Of^"^Nes)       I  /I  /|  /I     \o\o\o\     I  /  1/  1/  I 

 Please  complete  the  following   

?99?^Lrwere-^'    I  ^^^^'^^  Widow(er)  Divorced  Separated  Single 


Name  of  spouse       A/J/Jf  /^/9 


Address  of  spouse  same  as  mine  S^or 


Day 


Your  date  of  birth 


Your  province  or  territory  of  residence  on  December  31 , 1 991 ,  was: 


If  you  were  self-employed  in  1991 ,  state  province  or  territory  of  self- 
employment: 


Please  do  not 
use  this  area 


(4  marks) 


Step  2  -  Calculation  of  Total  Income 


il 

Employment  income  before  deductions  from  box  14  on  all  T4  slips  (attach  copy  2  of  T4  slips) 

101 

J7  0  7^ 

00 

0 

a.  c 

Commissions  from  box  42  on  all  T4  slips,  included  in  above  total 

102 

1 

E  - 

UJ 

Other  employment  income  including  tips  and  gratuities,  etc. 

104 

0^370 

06 

© 

Old  Age  Security  pension  (from  box  1 8  on  T4A(0AS)  slip) 

113 

© 

nsIc 
com 

Canada  or  Quebec  Pension  Plan  benefits  (attach  copy  2  of  T4A(P)  slip) 

114 

© 

Other  pensions  or  superannuation  (attach  copy  2  of  T4A  slips) 

115 

© 

Family  Allowance  payments  (attach  copy  of  TFAl  slip) 

118 

73? 

JLo 

© 

Unemployment  Insurance  benefits  (attach  copy  2  of  T4U  slip) 

119 

© 

in 

Taxable  amount  of  dividends  from  taxable  Canadian  corporations  (attach  completed  Schedule  5) 

120 

© 

Interest  and  other  investment  income  (attach  completed  Schedule  5) 

121 

00 

© 

Partnership  income:  limited  or  non-active  partners  only  (attach  completed  Schedule  5) 

Net 

122 

© 

il 

Rental  income                               Gross  160 

Net 

126 

© 

lnc( 
Othe 

Taxable  capital  gains  (attach  completed  Schedule  3) 

127 

Alimony  or  separation  allowance  income  128 

© 

Registered  retirement  savings  plan  income  (attach  T4RSP  slips) 

129 

© 

Other  income  (see  line  130  in  guide  and  specify) 

130 

© 

c 

Business  income                            Gross  162 

Net 

135 

© 

1. 

Professional  income                          Gross  164 

Net 

137 

© 

lEmpIo 
Incom 

Commission  income                         Gross  166 

Net 

139 

© 

Farming  income                               Gross  168 

Net 

141 

© 

Fishing  income                                Gross  170 

Net 

143 

© 

Add  lines  101  and  104  to  143  inclusive.  This  is  your  Total  Income  150| 

5^ -^7/ 


PLEASE  DO  NOT  USE  THIS  AREA 


605 

600 

(3  marks) 


'•-Revenue  Canada  Taxation  for  the  text  from  Federal  and  Provincial  Tax  Guide  and  Returns,  Residents  of  Alberta:  1991  Your  Guide.  Reproduced  with  the 
permission  of  the  Minister  of  Supply  and  Services  Canada,  1991. 
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Step  3  -  Calculation  of  Taxable  Income 


From  line  1  SO  on  page  1 .  copy  your  Total  tncom»  200  |  Oo 


Pension  adjustment  amount  (from  box  52  on  all  T4  slips 
and  box  34  on  all  T4A  slips) 


Registered  pension  plan  contnbutlons 


Registered  retirement  savings  plan  contnbutlons  (attach  receipts) 


Annual  union,  professional  or  like  dues  (attach  receipts) 


Child  care  expenses  (attach  form  T778) 


Attendant  care  expenses  (attach  form  T929) 


Allowable  business  investment  losses 


Moving  expenses  (attach  form  T1-M) 


Alimony  or  separation  allowance  paid 


Carrying  charges  and  interest  expenses  (attach  completed  Schedule  5) 


Exploration  and  development  expenses  (attach  completed  Schedule  5) 


Other  employment  expenses  (attach  form  T2200  or  TL2) 


Other  deductions  (see  line  232  in  guide  and  specify) 


Add  lines  207  to  232  inclusive. 


207  /^Oo 

OO  ® 

208     cZ/  oo 

oo  ® 

212        So  / 

® 

214 

® 

215 

© 

217 

© 

219  ^^^o 

7-2® 

220 

© 

221 

© 

224 

© 

229 

© 

232 

© 

233|  7^^/ 

Subtract  line  233  from  line  200  to  obtain  your  N>t  Inconf  b*tor»  ad)u»ttnfrt«  234    c/.^  ^  "/Q  p/^ 


® 


Social  benefits  repayment  (if  you  reported  income  at  line  113,118  and/or  1 1 9,  see  line  235  in  guide) 


Accumulated  forward  averaging  amount  withdrawal  (attach  form  T581 ) 


Add  lines  236  and  237 


Employee  home  relocation  loan  deduction  (from  T4  slip) 

248 

I 

o 

Stock  option  and  shares  deductions  249 

u 
c 

Limited  partnership  losses  of  other  years 

251 

u 

Non-capital  losses  of  other  years 

252 

z 

£ 

Net  capital  losses  of  other  years  (1972  to  1990) 

253 

o 

Capital  gains  deduction  (attach  form  T657) 

254 

<n 
c 

Northern  residents  deductions  (attach  form  T2222) 

255 

.2 
o 

Additional  deductions  (see  line  256  in  guide) 

256 

3 
? 

Add  lines  248  to  256  inclusive.  257| 

1 

o 

Subtract  line  257  from  line  239.  This  is  your  Taxable  Incom*  < 

235 

Subtract  line  235  from  line  234.  This  is  your  Nat  Incoma  236 

 237' 

239" 

"©' 
■® 
■® 
■® 
■® 
■® 
® 
■® 


1£ 


(4  marks) 


Day 

Married  on  or  before  December  31 , 1991 ,  and  supported  spouse  in  1991  (check  ,y  box  1  or  box  2) 

1 .  □  whose  net  income  *  In  that  year  twat  not  over  $524.00.     Claim  to  enter  on  tine  303  on  page  3: 

$  5,233 

00 

(A) 

2.  [^whoae  net  income  *  In  that  year  was  over  $524.00  but  lesi 

s  than  $5,757.00 

$  5,757 

00 

Subtract:  spouse's  net  income  * 

oo 

Claim  to  enter  on  line  303  on  page  3 

3/sy 

oo 

(B) 

•  The  Income  of  your  spouse  (in  the  year  of  marital  breakdown)  is  th 

e  net  income  while  married  and  living  together. 

CALCULATION  OF  PERSONAL  AMOUNTS 

MARRIED  AMOUNT  (see  line  303  in  guide) 


AMOUKTS  FOR  DEPENDENT  CHILDREN  (see  line  304  in  guide) 
Provide  details  below  and  claim  according  to  chikl's  age  and  net  Income. 
H  child's  net  Income  exceeds  $2,617.00,  see  line  304  In  guide  for  calculation  of  a  possltMe  reduced  claim. 

•  Children  bom  In  1973  or  later  -  Claim  $406.00  for  each  of  two  chikJren  and  $812.00  for  each  additional  chikj. 

•  Children  bom  in  1972  or  earlier  who  are  physically  or  mentally  infirm  -  Claim  $1 ,540.00  for  each  chiU. 


Name  of  c/J/W  {attach  list 
if  space  insufficient) 

Relationstiip 
to  you 

Dat 
Day 

e  of  birth  of 
Montti 

child 
Year 

If  bom  in  1972  or  earlier 
state  nature  of  infirmity 

Net  income 
in  1991  $ 

Claim 

Total  claim  for  dependent  chikjren 

(C) 


Enter  amount  (A)  or  (B)  at  line  303  and  amount  (C)  at  line  304  on  page  3. 


Revenue  Canada  Taxation  tor  the  text  from  Federal  and  Provincial  Tax  Guide  and  Returns.  Residents  of  Alberta:  199}  Your  Guide.  Reproduced  vviih  the 
permission  ot  the  Minister  of  Supply  and  Services  Canada.  1991. 
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STEP  4  -  Calculation  of  Total  Non-Refundable  Tax  Credits 


Basic  personal  amount 


Claim  $6^.00 


Age  amount,  if  you  were  bom  In  1926  or  earlier 


Claim  $  3,387.00 


Married  amount  (complete  Personal  Amounts  area  on  page  2) 


Amounts  for  dependent  children  (complete  Personal  Amounts  area  on  page  2) 


Additional  personal  amounts  (attach  completed  Schedule  I 


Canada  or  Quetjec  Pension  Plan  contributions 

Contributions  through  employment  from  box  16  on  all  T4  slips  (maximum  $  632.50) 


Contribution  payable  on  self-employment  earnings  (attach  completed  Schedule  8) 


Unemployment  Insurance  premiums  from  box  18  on  all  T4  slips  (nuucimum  $  892.84) 


Pension  income  amount  (maximum  $  1 ,000,  see  line  314  in  guide) 


Disability  amount  for  self  (daim  $4,1 18.00) 


Disability  amount  for  dependant  other  than  spouse 


Tuition  fees  for  self  (attach  forni  T2202A  or  receipts) 


300 
301 
303 
304 
305 

308 
310 
312 
314 
316 
318 
320 


\ooQ> 
© 


Education  amount  for  self  (attach  fomi  T2202  or  T2202A) 


Tuition  fees  and  education  amount  transferred  from  child  (attach  form  T2202  or  T2202A) 


Amount  transfen-ed  from  spouse  (attach  completed  Schedule  2) 


Medical  expenses  (attach  receipts  and  complete  Schedule  4) 
Subtract  3%  of  line  236  on  page  2  or  $  1 ,570,  whichever  is  less 


Allowable  portion  of  medical  expenses 


6¥?  o6  •  © 

© 


_® 
_® 

_® 
_® 
_® 

® 


W  332 


Add  linos  300  to  326  inclusive  and  lirw  332  (if  this  amount  exceeds  the  amount  at  line  260,  see  "line  335"  In  guide)    335  7f^l<^ 


Ute  Table  "A"  or  multiply  the  amount  at  line  335  by  17%  ■»     338  /S^7 


Charitable  donations  (attach  receipts) 


Gifts  to  Canada  or  a  province  (attach  receipts) 


Total  donations  (add  lines  340  and  342) 


340 
342 
344 


3^2' 


On  the  first  $  250  or  less 


On  the  balance  of 


/3r 


© 


00     the  credit  at  1 7%  is 


346 


ao     the  credit  at  29%  is 


(Ck)toSfp5onp«fle4) 


Add  lines  338, 346  and  348.  These  are  your  Total  Non-Refundable  Tax  Credits    350      /^OS  [gg 


(11  marks) 


^      Step  5  -  Summary  of  Tax  and  Credits  There  are  two  methods  of  tax  calculation  (see  Table  A  Instructions) 

Taxable  Income  from  line  260  on  page  2   400    / 7 4-97  \oo 


TABLE  METHOD  ONLY 


Tax  (look  up  amount  from  line  400  in  Table  A) 


Enter:  Total  non-refundable  tax  credits  from  line  350  on  page  3 


401 
402 


00 


Subtract  line  402  from  line  401 :  if  negative,  enter  zero  or  enter  amount  from  line  406  on  Schedule  1 .  FEDERAL  TAX    406  / 


Federal  political  contribution  tax  credit 


Total  contributions 


0 


Allowable  tax  credit  (from  calculation  at  line  41 0  in  guide) 


tax  credit  (attach  form  T2038  (IND)) 


Labour-sponsored  funds  tax  credit  (attach  receipts) 


Total  of  above  credits 


410  _ 
412  _ 
414 

416  [ 


 Federal  tax  before  federal  individual  surtax  -  subtract  line  416  from  line  406:  if  negative,  enter  zero  417 

Federal  individual  surtax  (look  up  amount  from  line  406  in  Table  B  or  enter  amount  from  line  419  on  Schedule  1)  419 


Add  lines  417  and  419.  Net  Federal  Tax 


Canada  Pension  Plan  contribution  payable  on  self-employment  earnings  from  Schedule  8 


Repayment  of  social  benefits  (from  calculation  at  line  235  in  guide) 

422 

Repayment  of  child  tax  credit  overpayment  from  Schedule  7,  Part  B  426 

Alberta  tax  from  form  T1C(ALTA.) 

428 

^9-7 

Add:  Recovery  of  Alberta  Stock  Savings  Plan  tax  credM  from  form  T89 

429 

DO  * 

Net  Alberta  Tax  431 

^97 

00 

Add  lines  420  to  426  inclusive  and  line  431 .  Total  Payable  435 


00 


0 

OD 

(DO 

00 

f97 

^7^^ 

00 

In  the  next  form  students  should  not  be  penalized  for  determining  for  Tax  Table  B  that  Katharina's  Basic  Alberta  Income  Tax  is 
$811.40. 

'•-Revenue  Canada  Taxation  for  the  text  from  Federal  and  Provincial  Tax  Guide  and  Returns.  Residents  of  Alberta:  1991  Your  Guide.  Reproduced  with  the 
permission  of  the  Minister  of  Supply  and  Services  Canada.  1991. 
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TIC  (ALTA.)- 1991 


Alberta  Income  Tax  (Applicable  to  residents  of  Alberta  on  December  31 ,  1 991 ) 

If  you  were  not  a  resident  of  Alberta  on  December  31 ,  1991  or  if  you  had  income  from  a  business  with 
a  permanent  establishment  outside  Alberta  in  1 991 ,  refer  to  the  Guide 


Basic  Alberta  Income  Tax:  look  up  amount  from  line  406  in  Table  B  or  46.5%  of  "Basic  Federal  Tax"  on  Schedule  1 

9/D 

Add:  Alberta  Surtax:  8%  of  ("Basic  Alberta  Income  Tax"  minus  $3,500.00)  (if  negative,  enter  zero) 

o 

Add:  Alberta  Flat  Rate  Tax:  0.5%  of  Taxable  Income  (line  400  on  your  return) 

?7 

Adjusted  Alberta  Income  Tax 

^? 

Subtract:  Royalty  Tax  Rebate  applied  (from  line  (H)  on  form  T79) 

Alberta  Income  Tax  after  rebate             AMOUNT  (A) 

\9? 

Subtract:   Alberta  Selective  Tax  Reduction:     Complete  only  if  amount  (A)  is  less  than  $860.00.  If  amount  (A)  is 

higher  than  $860.00  enter  zero  at  amount  (B). 


Basic  Claim 

430 

00 

Subtract  1/2  of  amount  (A)  above 

Total  (if  negative,  enter  zero) 

AMOUNT  (B) 

Subtract  amount  (A)  or  amount  (B),  whichever  is  less,  from  amount  (A)  (if  negative,  enter  zero) 

O 

oo 

Reduced  Alberta  Income  Tax 

Subtract:  Provincial  Foreign  Tax  Credit  from  calculation  on  form  T2036 

Alberta  Tax  (please  enter  this  amount  on  line  428  on  your  return) 

7 

oo 

Add  lines  420  to  426  inclusive  and  line  431 .  Total  Payable  435  ^  /  \ 


Total  Income  tax  deducted  (from  all  information  slips) 


Federal  Credits 

Child  tax  credit  (attach  Schedule  7,  complete  Parts  A  and  B) 


Canada  Pension  Plan  overpayment 


Unemployment  Insurance  overpayment 


Refund  of  investment  tax  credit  (attach  form  T2038  (IND)) 


Part  XII.2  trust  tax  credit  (attach  T3  slip) 


Employee  and  Partner  GST  rebate  (attach  form  GST-370) 


Other  Credits 

Tax  paid  by  instalments 


Fonward  averaging  tax  credit  (from  form  T581 ) 


Albmla  tax  credit 


Alberta  Stock  Savings  Ran  tax  credit  (attach  form  T89) 


437  ^s^;? 

75'  •  © 

444 

448  ^ 

450 

454 

456 

•  © 

457 

•  © 

476 

•  © 

478 

479 

480 

Add  lines  437  to  480  inclusive.  Total  Credits  482 


<=>? 


.  Please  do  not  us«  this  area  Subtract  line  482  from  line  435  and  enter  the  difference  in  applicable  space  below. 

m  \    \  1 


CIl 


A  difference  of  less  than  $2.00  is  neither  charged  nor  refunded. 


Refund    484  I  • 

If  you  want  a  direct  deposit, 
complete  Form  T1-DD. 


Balance  Due  485 
Amount  Enclosed 


^7 

1 

Please  attach  cheque  or  money  order  payable  to 
the  Receiver  General.  Do  not  mall  cash. 

Payment  is  due  no  later  than  April  30, 1992. 


469 


Language  of  cormpondence 

Langue  de  correepondacKe 

Please  indicate  below  me 

Veuillez  mdiquer  plus  bas 

language  ot  your  choice  tor 

dans  quelle  langue  vous  d^sirez 

subsequent  correspondence 

recevoir  toute  correspondance 

and  returns. 

subs6quente  et  vos  prochaines 

declarations  de  revenus. 

1 .  English 

rr^Anglaise 

2.  French 

1     1  Fran^aise 

1  hereby  certify  that  the  mtormation  given  on  this  return  and  m  any  documents  attached  is 
true,  correct  and  complete  m  every  respect  and  fully  discloses  my  income  from  all  sources 

Please  sign  here  aj^£^<:^ 

Telephone 

Area  code 

/,/,/ 

If  you  paid  to  have  your  return  prepared, 
please  check  this  box 


*  □ 


b.  Irene  will  receive  a  refund. 

c.  The  refund  is  $823.91.  (8  marks) 


'  -  Revenue  Canada  Taxation  for  the  text  from  Federal  and  Provincial  Tax  Guide  and  Returns.  Residents  oj  Alberta:  1991  Your  Guide.  Reprt)duce(J  with  the 
permission  of  the  Minister  of  Supply  and  Services  Canada.  1 99 1 . 
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Module  5 


Module  5:  Small  Business  Management  II  -  Overview 

In  this  module  students  will  leam  about  starting  a  business,  managing  a  business,  and  succeeding  in  business.  Section  1  defines  the  purpose  of 
starting  a  business.  It  identifies  preconditions  for  creating  a  business  venture.  Students  will  become  familiar  with  government  regulations  thai 
affect  the  establishment  of  a  business.  In  Section  2  students  will  investigate  sources  of  assistance,  will  study  organization  chans.  and  examine 
how  business  provides  for  the  marketing  and  distribution  of  goods  and  services.  Smdents  leam  how  a  business  addresses  management 
functions  like  production,  marketing,  finance,  and  personnel  in  Section  3. 

Following  is  a  graphic  that  shows  how  this  module  is  organized. 


mm 

teg© 

Evaluation 


The  evaluation  of  this  module  will  be  based  on  three  assignments: 


Section  1  Assignment  50  marlcs 
Section  2  Assignment  25  marks 
Section  3  Assignment       25  marks 


TOTAL      100  marks 


Teaching  Suggestions 

The  following  are  suggested  possibilities  for  beginning  this  module: 


•  Conduct  a  brainstorming  session  with  the  students  to  determine  the  characteristics  of  an  entrepreneur.  Invite  a  successful 
small-business  owner  to  the  class  to  discuss  why  his  or  her  business  is  successful  when  so  many  are  not  profitable.  Ask  the 
entrepreneur  to  focus  the  formal  part  of  the  lesson  on  his  or  her  personal  characteristics. 

•  Have  the  students  design  an  organization  chart  by  utilizing  the  school  set-up.  Start  with  just  the  school  itself  -  once  students 
understand  the  school's  organization,  bring  in  the  school-board  structure. 

•  Have  the  students  bring  in  examples  of  promotional  material  in  terms  of  print,  audio  (listen  to  a  radio  station  and  write  down 
the  promotion),  and  audio/visual  (watch  TV  and  write  down  the  visual  and  audio  part  of  the  promotion).  Display  the 
promotions  on  a  bulletin  board  and  have  students  discuss  the  effectiveness  of  tiie  promotion. 
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Section  1 :  Starting  a  Business 

Key  Concepts 

•  a  career  as  an  entrepreneur 

•  the  business  plan 

The  basic  goals  of  this  section  are  to  ensure  that  students 

•  define  the  purpose  of  the  business 

•  develop  an  awareness  of  the  role  of  the  business  within  the  community 

•  identify  necessary  preconditions  for  the  creation  of  the  business  venture 

•  examine  the  purpose  of  starting  a  business 

•  identify  government  (local,  provincial,  and  federal)  regulations  that  affect  the  establishment  of  the  business 
Teaching  Suggestions 

The  following  activities  may  help  to  enhance  tiie  concepts  discussed  in  tiiis  section: 

•  Explain  the  importance  of  having  entrepreneurial  characteristics,  but  sti-ess  that  there  are  many  skills  tiiat  can  be  learned 
through  experience. 

•  Start  a  fictitious  business  and  draw  up  a  business  plan.  Prepare  a  bulletin  board  display  of  the  finished  product. 

•  Study  advertisements  in  print  materials  to  see  how  the  image  of  a  business  is  created. 

•  Obtain  business  licence  forms  from  the  appropriate  government  agency  and  have  students  analyse  them  to  determine  what  is 
needed  before  a  business  can  obtain  a  hcence. 

•  Examine  case  studies  of  successful  business  people  and  have  students  compile  a  list  of  common  characteristics. 

•  Contact  Consumer  and  Corporate  Affairs  and  ask  for  a  representative  to  address  the  class  on  the  social  responsibilities 
governments  are  forcing  businesses  to  assume. 

Section  1  Assignment  (50  marks) 

1 .    Some  of  the  personal  characteristics  that  the  student  can  suggest  are  as  follows: 

•  self-starter  -  doing  chores  without  being  told 

•  goal-oriented  -  saving  money  for  a  mountain  bike 

•  risk  taker  -  answering  a  question  in  class  that  you  are  unsure  of 

•  resourceful  -  could  not  find  the  answer  to  a  question  in  a  book  so  you  used  the  yellow  pages  and  phoned  an  expert 

•  determined  -  failed  a  unit  test;  worked  twice  as  hard  and  earned  80%  on  the  final 

•  independent  -  earn  all  of  your  spending  money 

•  responsible  -  your  parents  leave  you  alone  for  the  weekend  knowing  you  can  be  trusted 

•  patient  -  when  you  do  not  immediately  understand  a  math  problem,  you  do  not  throw  your  hands  up  in  the  air  and  shout  "I 
can't  do  it" 


•  purpose  of  a  business 

•  government  regulations 
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•  motivating:  all  your  friends  want  to  see  one  movie  and  you  talk  them  into  seeing  another 

•  leader:  you  are  a  captain  of  the  volleyball  team 

•  creative:  if  one  way  of  solving  a  chemistry  problem  does  not  work,  you  seek  an  alternate  method 

•  efficient:  you  finish  assigned  work  as  soon  as  possible  to  leave  you  time  to  do  the  things  you  enjoy 

•  organized:  you  always  arrive  in  class  with  a  pen,  pencil,  calculator,  textbook,  and  paper 

A  student  can  share  other  personal  characteristics  as  part  of  his  or  her  answer.  (10  marks) 
2.     a.    In  the  first  component  of  the  business  plan,  the  purpose  of  the  business,  the  student  should  indicate 

•  the  business  name 

•  the  product  or  service  to  be  offered 

•  the  desired  image 

b.  In  the  second  component  of  the  business  plan,  the  marketing  plan,  the  student  should  make  reference  to 

•  market  size  and  trends 

•  targeted  customers 

•  competitive  strengths  and  weaknesses 

•  sales  strategy 

c.  In  the  third  component  of  the  business  plan,  the  operating  plan,  the  student  should  focus  on 

•  the  location  requirements 

•  the  plant  and  equipment  requirements 

•  management  and  staffing 

d.  In  the  final  component  of  the  business  plan,  the  financial  plan,  the  student  should  discuss  the 

•  current  financial  statements  (if  applicable)  •  cash  flow  forecast 

•  start  up  and  expansion  requirements  •  profit  or  loss  forecast 

•  expected  source  of  funds  •  break-even  analysis  (40  marks) 

Section  2:  Managing  a  Business 

Key  Concepts 

•  sources  of  assistance  •  staffing  •  marketing 

The  basic  goals  of  this  section  are  to  ensure  that  students 

•  list  and  explain  the  sources  of  assistance  available  to  a  business 

•  outline  how  a  business  is  staffed 

•  identify  how  a  business  provides  for  the  marketing  and  distribution  of  goods  and  services 


Teaching  Suggestions 

The  following  activities  may  help  to  enhance  the  concepts  discussed  in  this  section: 

•  Collect  organization  charts  from  a  variety  of  businesses  within  the  community  and  have  the  students  analyse  and  categorize 
each  as  a  small  business,  medium-size  business,  or  a  corporation. 

•  Invite  a  loans  officer  from  a  local  chartered  bank  to  be  a  guest  speaker.  Ask  the  speaker  to  concentrate  the  talk  on  what  a  small 
business  person  should  do  before  applying  for  a  loan,  and  the  steps  that  must  be  followed  before  a  loan  is  approved. 

•  Obtain  copies  of  Economic  Development  and  Trade  brochures  entitled  Starting  a  Small  Business  and  Financing  a  Small 
Business.  Put  them  on  display. 
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Section  2  Assignment  (25  marks) 

1. 


I 


(7  marks) 

2.     a.    Industry  Development  Branch  of  Economic  Development  and  Trade 

b.  Industry,  Science  and  Technology  Canada 

c.  Depanment  of  Western  Economic  Diversification 


d.    Business  Counselling  and  Development  Branch  of  Economic  Development  and  Trade 


e.    Trade  Division  of  Economic  Development  and  Trade 


f.  Alberta  Opportunity  Company 

g.  business  incubator 

h.  chamber  of  commerce 


i.  bank 


j.    Federal  Business  Development  Bank  (10  marks) 
3.    The  following  should  be  considered  when  planning  a  location  for  a  beauty  salon: 


•  It  should  be  located  as  close  to  its  consumer  base  as  possible. 

•  It  should  have  ease  of  access  and  safe,  affordable  parking. 

•  The  location  should  be  convenient  for  the  staff. 

•  It  should  be  located  where  there  is  a  lot  of  walk-in  traffic. 

•  It  should  be  in  a  highly-visible  area  of  the  community. 

•  It  should  be  easily  identified  by  distinctive  signs  and  attractive  exteriors,  entrances,  and  interiors.  (8  marks) 
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Section  3:  Succeeding  in  Business 

Key  Concepts 

•  management  functions  •  expansion  •  bankruptcy  and  receivership 

The  basic  goals  of  this  section  are  to  ensure  that  students 

•  identify  how  management  functions  are  addressed  and  recognize  the  importance  of  effective  management 

•  recognize  the  importance  of  effective  management,  record-keeping  procedures,  and  marketing 

•  discuss  the  option  of  bankruptcy  and  receivership  when  a  business  is  having  financial  difficulty 

•  evaluate  the  possibilities 


Teaching  Suggestions 

The  following  activities  may  help  to  enhance  the  concepts  discussed  in  this  section: 

•  Obtain  current  statistics  from  Statistics  Canada  regarding  small  business  start  up  and  failure  figures.  Lead  the  students  into  a 
discussion  as  to  why  businesses  fail. 

•  Invite  a  bankruptcy  trustee  to  visit  the  class  and  discuss  bankruptcy  and  receivership. 

•  Contact  a  personnel  or  human  resources  manager  from  a  business  that  is  a  major  employer  in  your  area.  Ask  the  manager  to 
visit  the  class  to  discuss  his  or  her  functions  in  the  successful  business  operation. 

•  Arrange  a  field  trip  to  a  newspaper  or  radio  advertising  department  to  see  how  ads  are  developed. 

•  Have  students  prepare  a  promotion  for  a  fictitious  product.  Ensure  that  three  methods  of  promotion  are  included.  Have 
students  present  their  promotions  to  the  class. 


Section  3  Assignment  (25  marks) 

1 .  If  a  business  has  to  borrow  money  to  purchase  the  inventory,  it  is  paying  interest  on  the  borrowed  money.  If  the  business  uses  its  own 
money  to  buy  the  inventory,  the  money  is  tied  up  in  inventory  that  could  otherwise  be  used  to  generate  other  income.  Storing  inventon, 
and  insuring  it  against  fire  and  theft  is  costly.  The  business  also  risks  the  possibility  of  inventory  becoming  obsolete  or  spoiling.  (9  marlis) 

2.  The  finance  department  performs  three  major  functions: 

•  acquiring  operating  funds 

•  analysing  operations 

•  acquiring  long-term  funds 

Acquiring  operating  funds  -  A  business  must  have  cash  on  hand  to  pay  for  expenditures  incurred  in  daily,  normal  operations.  These 
expenditures  include  employee  salaries,  the  cost  of  raw  materials,  rent,  utilities,  provided  services,  and  taxes  (federal,  provincial,  and 
municipal).  A  failure  to  meet  these  financial  obligations  can  result  in  bankruptcy. 

Analysing  operations  -  Analysing  the  business  operation  ensures  that  it  is  functioning  efficiently.  This  analysis  involves  setting  up  an 
accounting  system  and  collecting  financial  data.  At  a  certain  period  this  data  is  summarized  in  accounting  statements  like  an  income 
statement,  a  balance  sheet,  and  a  statement  showing  the  source  and  use  of  funds.  These  statements  are  used  by  finance  personnel  to 
determine  how  the  firm  is  doing  and  to  compare  the  firm's  performance  with  previous  years,  or  with  similar  businesses. 

Acquiring  long-term  funds  -  Growth  sometimes  requires  large  amounts  of  money  in  terms  of  long-term  funding,  which  the  business  repays 
over  a  long  period  of  time.  (12  marks) 

3.  The  early  identification  of  substandard  products  can  eliminate  the  need  to  scrap  an  entire  production  run,  and  save  the  business  time  and 
money.  If  poor-quality  goods  reach  the  consumer,  a  loss  in  sales  or  increased  costs  of  repair  or  recall  can  result.  (4  marks) 
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Final  Test 


Included  here  is  the  answer  key  to  the  final  test,  and  the  student's  copy  of  the  final  test,  which  is 
designed  for  photocopying  and  possible  faxing. 


Note: 

The  answer  key  and  student's  copy  of  this  final  test  should  be  kept  secure  by  the  teacher.  Students 
should  not  have  access  to  this  test  until  it  is  assigned  in  a  supervised  situation.  The  answers  should 
be  stored  securely  and  retained  by  the  teacher  at  all  times. 


i 


i 


Final  Test;  Answer  Key 


BASIC  BUSINESS  30 

FINAL  TEST 

Answer  Key 


PART  A:  MULTIPLE  CHOICE 

1.     C       2.    D        3.    B        4.     B        5.     B        6.     D       7.     D        8.     A       9.     C        10.  A 


PART  B:  SHORT  ANSWER/PROBLEM  SOLVING 

1 .  You  may  suggest  to  Shaquille  that  he  is  not  using  his  time  effectively.  He  should  try 

•  setting  priorities 

-  If  he  is  unsure  about  which  tasks  are  urgent  and  important,  he  should  consult  with  his  supervisor.  He  has  to  be  realistic  and 
flexible  when  setting  priorities. 

•  planning 

-  He  should  prepare  check-lists  of  tasks  and  arrange  them  in  order  of  importance  and  urgency.  Shaquille  should  check  off  the 
tasks  as  they  are  accomplished.  By  doing  this  he  is  able  to  see  just  how  much  he  really  does  get  done  and  feel  good  about 
himself. 

•  to  know  his  peak  concentration  times  so  he  can  schedule  the  most  complex  tasks  for  those  times 

•  being  flexible  and  allowing  for  unexpected  interruptions 

•  organizing  his  work  space  before  beginning  a  task 

-  He  should  gather  together  all  the  necessary  materials  and  equipment  to  complete  a  task.  He  should  clean  up  the  work  area 
when  he  is  done.  This  allows  him  to  make  a  fresh  start  with  the  next  task. 

•  dividing  tasks  to  conquer  them 

-  If  he  has  an  overwhelming  task  to  do,  the  chances  are  good  that  it  will  not  be  done  in  one  day.  It  is  a  good  idea  to  break  up  a 
big  task  into  a  few  smaller  jobs. 

2.  The  following  show  ways  in  which  government  can  get  involved  in  the  market: 

•  government  regulation  of  market  activities 

-  enactment  of  legislation  to  protect  the  consumer 

(The  Combines  Investigation  Act,  Competition  Act,  Consumer  Packaging  and  Labelling  Act,  Textile  Labelling  Act.  National 
Trademark  and  True  Labelling  Act,  Hazardous  Products  Act,  Weights  and  Measures  Act,  Canada  Agricultural  Products 
Standards  Act,  Food  and  Drug  Act,  Fish  Inspection  Act,  Broadcasting  Act) 

•  government  subsidies 

•  marketing  boards 

•  govermnent  ownership  of  property 
(Crown  corporation) 

•  government  as  an  employer 

(Agriculture  Canada,  Atomic  Energy  of  Canada  Limited,  Environment  Canada,  Royal  Canadian  Mounted  PoHce) 

•  privatization 
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3.  The  following  steps  are  involved  in  the  selection  process: 
Step  1  -  Application 

A  person  applying  for  a  job  sends  you  an  application.  An  interview,  rather  than  a  written  application,  may  take  place  at  this 
stage. 

Step  2  -  Testing 

A  series  of  tests  are  given  to  the  applicants  to  further  assess  their  skills. 

Step  3  -  Reference  Checks 

You  contact  the  applicant's  past  employers. 

Step  4  -  Final  Interview 

The  final  interview  allows  you  to  determine  the  abilities  and  aptitudes  of  the  applicant. 

4.  The  MBO  process  involves  three  steps,  each  of  which  are  designed  to  involve  both  management  and  workers.  These  steps  are 

•  setting  objectives  •  progress  feedback  •  evaluating  results 

Step  1  involves  a  discussion  between  workers  and  management  in  order  to  set  objectives.  Outlined  are  the  employee's  job  description, 
area  of  responsibility,  and  specific  tasks.  These  three  items  are  then  reviewed  in  light  of  the  overall  objectives  of  the  company,  and  in 
terms  of  how  the  employees  do  their  parts  to  achieve  company  goals. 

Step  2  involves  frequent  meetings  between  managers  and  employees  to  discuss  progress.  Problems  may  result  during  this  stage  and 
objectives  may  have  to  be  adjusted  somewhat  before  they  can  be  completed. 

Step  3  involves  an  evaluation  of  the  results.  The  outcome  is  formally  evaluated  by  the  manager  and  any  problems  encountered  will  help 
to  make  future  planning  more  efficient. 

PART  C:  ESSAY 

The  following  are  the  advantages  of  a  partnership: 

•  more  capital       •  better  credit  rating       •  personal  incentive       •  more  owner  talent      •  ease  of  establishment 

The  partnership  form  of  business  ownership  combines  the  financial  resources  of  two  or  more  persons.  It  may  be  that  one  of  your  partners  has 
the  business  idea  or  a  good  business  ability,  and  the  other  parmer  (or  partners)  has  the  money  to  invest. 

A  partnership  generally  finds  it  easier  to  obtain  credit  from  suppliers  and  loans  from  banks  or  other  financial  institutions  than  does  an 
individual  owner.  With  a  partnership,  the  lender  has  more  than  one  person  to  whom  he  or  she  may  look  to  for  repayment.  The  personal  assets 
of  the  parmers  become  additional  collateral  for  repayment  of  money  borrowed. 

A  partnership  allows  a  number  of  people  to  have  a  strong  personal  commitment  to  the  business  that  comes  from  tiieir  ownership  of  a  business. 
This  personal  incentive  entices  people  to  work  hard  and  for  long  hours,  often  with  few  immediate  financial  rewards. 

In  a  partnership  there  is  a  chance  for  the  partners,  each  having  specific  talents,  knowledge,  and  experience,  to  do  business  together.  The 
complementary  talents  of  the  partners  can  be  beneficial  to  the  business.  Impulsive  decisions  are  not  likely  to  occur  in  a  partnership. 

A  partnership  is  easy  to  form.  There  are  not  many  legal  or  government  rules  and  regulations  associated  with  the  formation  of  a  partnership. 
The  disadvantages  of  a  partnership  include  the  following: 

•  unlimited  liability       •  management  disagreements      •  limited  capital      •  lack  of  continuity      •  complexity  of  dissolution 

The  main  disadvantage  of  a  partnership  is  the  unlimited  liability  of  each  partner  in  the  event  of  bankruptcy.  The  partners  must  pay  the 
outstanding  business  debts  from  their  personal  funds. 

Sometimes  the  situation  arises  whereby  the  personalities  of  the  business  partners  are  incompatible.  Decisions  about  the  management  and  goals 
of  the  business  are  difficult  to  make.  Incompatibility  can  create  confusion  and  low  morale  among  the  employees,  and  a  loss  of  customers  and 
profit. 
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The  business  partners  often  do  not  have  the  large  sums  of  money  required  lo  establish  and  operate  a  modem  business. 

The  partnership  can  terminate  if  one  of  the  partners  dies,  or  is  unable  or  unwilling  to  continue  the  pannership.  A  pannership  agreement  often 
states  the  conditions  under  which  a  partner's  share  can  be  purchased  so  the  business  can  continue. 

The  partnership  agreement  may  allow  a  partner  to  sell  his  or  her  share  of  the  business,  provided  the  remaining  partners  approve  the  new 
partner.  If  this  person  is  not  approved,  the  partners  may  have  to  purchase  the  share  themselves  or  dissolve  the  partnership. 

PART  D:  EXTENDED  CONTENT 

1.  B       2.     C       3.     D       4.    A       5.    D       6.     C       7.     B        8.     C       9.     B       10.  C       11.  B       12.  B 

13.  You  establish  a  credit  rating  by  using  credit.  Following  are  some  ways  in  which  you  can  build  a  credit  rating: 

•  Apply  for  a  small  loan  and  repay  it  according  to  the  contract  terms. 

•  Open  a  savings  account  at  a  financial  institution. 

•  Open  and  manage  a  chequing  account. 

•  Join  a  credit  union  if  one  is  available  through  an  employer  or  another  group. 

•  Get  acquainted  with  the  loans  officer  and  other  personnel  at  financial  institutions  where  your  accounts  are  kept. 

•  Open  a  charge  account  at  a  local  department  store.  Use  it  sparingly,  and  take  care  to  promptly  pay  it  off. 

•  Buy  something  on  the  installment  plan  and  repay  it  as  agreed. 

14.  Erika  Zoerb  should  have  completely  crossed  out  the  ertor  for  the  amount  of  the  cheque  and  written  the  proper  amount.  She  should  have 
initialled  the  correction. 

The  cheque  number  she  wrote  on  the  cheque  (109)  does  not  correspond  to  the  cheque  number  indicated  -  107. 

1 5 .  The  business  plan  should  include  the  following: 

•  purpose  of  the  business  •  marketing  plan  •  operating  plan  •  financial  plan 

The  purpose  of  the  business  section  of  the  plan  should  include  the  business  name,  the  products  and  services  to  be  offered,  and  the 
desired  image.  The  products  and  services  must  be  examined  from  both  seller  and  consumer  viewpoints.  Has  the  student  addressed 
publicity  and  advertising  as  part  of  the  image? 

The  marketing  plan  consists  of 

•  the  market  size  and  trends      •  targeting  customers      •  competitive  strengths  and  weaknesses      •  sales  strategy 

How  many  customers  will  the  business  reach?  What  type  of  people  will  be  served?  Can  trends  be  forecasted?  What  specific  customer 
group  will  purchase  the  products  and  services?  Can  the  club  build  strategies  based  on  the  strengths  of  competitors?  Can  knowing  the 
competitor's  weaknesses  be  used  to  increase  business  and  profits?  Has  the  sales  strategy  been  determined? 

The  operating  plan  focusses  on 

•  location  requirements      •  plant  and  equipment  requirements      •  management  and  staffing 

What  site  is  chosen?  What  equipment  is  required?  Will  new,  used,  or  leased  equipment  be  used?  Has  the  student  indicated  the  number 
of  people  to  be  employed?  The  training  needed?  The  skills  required? 

The  financial  plan  should  discuss 

•  current  financial  statements  (if  applicable)  •  start  up  and  expansion  requirements 

•  expected  sources  of  funds  •  the  cash  flow  forecast 

•  a  profit  or  loss  forecast  •  break-even  analysis 
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STUDENTS  TAKING  BASIC  BUSINESS  30  FOR  THREE  CREDITS  HAVE  1 1  HOURS  TO 
COMPLETE  THIS  TEST.  Work  quickly  through  Parts  A,  B,  and  C,  answering  the  questions 
you  are  sure  you  know.  You  will  then  be  able  to  concentrate  on  the  more  difficult  questions. 

TOTAL  MARKS:  60 

PART  A:  Multiple  Choice  -  10  marks 

PARTB:   Short  Answer/Problem  Solving  -  35  marks 

PARTC:   Essay  -  15  marks 


STUDENTS  TAKING  BASIC  BUSINESS  30  FOR  FIVE  CREDITS  HAVE  TWO  HOURS  TO 
COMPLETE  THIS  TEST.  Work  quickly  through  Parts  A,  B,  C,  and  D,  answering  the  questions 
you  are  sure  you  know.  You  will  then  be  able  to  concentrate  on  the  more  difficult  questions. 

TOTAL  MARKS:  100 


PART  A:  Multiple  Choice  -  10  marks 

PARTB:  Short  Answer/Problem  Solving  -  35  marks 

PARTC:  Essay  -  15  marks 

PART  D:  Extended  Content  -  40  marks 


i 


i 


( 


Basic  Business  30 


1 


Final  Test 


Value  PART  A:  MULTIPLE  CHOICE 

1 0  Part  A  is  worth  1 0  marks  of  the  total  examination  mark. 

All  multiple-choice  questions  must  be  answered  on  the  Part  A  Response  Page  included  in  your  test. 

Read  each  question  carefully  and  decide  which  of  the  choices  BEST  completes  the  statement  or 
answers  the  question.  Locate  the  question  number  on  the  Response  Page  and  fill  in  the  space  that 
corresponds  to  your  choice. 

Example: 

An  industry  which  is  closely  related  to  secondary  industry  is  Response  Page 

A.  shipbuilding  A  1. 

B.  forestry 

C.  the  restaurant  business 

D.  farming 

1  mark      l  •  This  is  an  excellent  method  designed  to  bring  together  workers  and  managers  to  set  goals  and 

each  evaluate  procedures. 

A.  scientific  approach 

B.  systems  theory 

C.  management  by  objectives 

D.  human  relations  approach 


2.  The  basic  principles  of  this  economic  system  include  private  ownership,  freedom  of  choice, 
free-market  competition,  and  little  govemment  interference. 

A.  communism 

B.  socialism 

C.  democratic  socialism 

D.  capitalism 

3.  This  type  of  business  has  a  legal  separate  entity  with  numerous  shareholders  who  are  liable  only  to 
the  extent  of  their  investment. 

A.  franchise 

B.  corporation 

C.  partnership 

D.  cooperative 

4.  An  assortment  of  variables  that  can  be  adjusted  to  suit  specific  features  that  the  consumer  wants, 
and  consists  of  promotion,  place,  product,  and  price  is  known  as 

A.  a  target  market 

B.  a  marketing  mix 

C.  business  analysis 

D.  test  marketing 


Basic  Business  30 


2 


Final  Test 


5.  The  largest  single  source  of  federal  government  revenue  is 

A.  tariffs  and  duties 

B.  individual  income  taxes 

C.  corporate  income  taxes 

D.  business  taxes 

6.  This  management  function  involves  guiding  the  actions  and  performances  of  people  to  achieve 
the  organization's  goals. 

A.  organizing 

B.  controlling 

C.  planning 

D.  directing 

7.  After  identifying  human  resource  needs,  and  recruiting  qualified  applicants,  the  next  step  for  the 
personnel  manager  is 

A.  staff  evaluation 

B.  job  satisfaction 

C.  the  division  of  work 

D.  the  selection  process 

8.  This  tool,  which  is  used  to  indicate  Canada' s  economic  performance,  is  the  value  of  all 
expenditures,  investments,  and  exports,  less  the  value  of  imported  goods  and  services. 

A.  gross  domestic  product 

B.  consumer  price  index 

C.  multiplier  effect 

D.  gross  national  product 

9.  The  provincial  legislation  which  intends  to  control  employee/employer  relations  is  the 

A.  Human  Rights  Act 

B .  Workers'  Compensation  Board 

C.  Employment  Standards  Code 

D.  Hazardous  Products  Act 

1 0.   Time  management  is 

A.  scheduling  and  priorizing  tasks  on  a  daily,  weekly,  and  monthly  basis 

B.  dealing  with  problems  as  they  arise  rather  than  trying  to  plan  ahead 

C.  arranging  and  completing  tasks  and  duties  in  order  of  importance 

D.  recording  how  to  spend  time  on  activities  like  meetmgs,  report  writing,  and  planning 


Basic  Business  30 


3 


Final  Test 


PART  A:  RESPONSE  PAGE 

1. 

2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 


Name  of  Student    Student  I.D.  # 

Name  of  School    Date   
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Value  PARTE:  SHORT  ANSWER/PROBLEM  SOLVING 

35  Part  B  is  worth  35  marks  of  the  total  examination  mark. 

Answer  each  of  the  following  questions  using  the  space  available  on  the  Part  B  Response  Page 
included  in  your  test. 

Read  each  question  carefully  and  indicate  your  answer  using  complete  sentences  where  required. 

1 .   You  are  the  manager  of  a  small  business.  One  of  your  employees,  Shaquille,  is  stressed  because 
he  cannot  accomplish  much  in  his  working  day.  What  would  you  suggest  to  Shaquille? 
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PARTB:  RESPONSE  PAGE 

1.   


Name  of  Student    Student  I.D.  # 

Name  of  School    Date   


Basic  Business  30  6  Final  Test 


2.    What  evidence  can  you  provide  that  indicates  government  involvement  in  the  market? 
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PARTE:  RESPONSE  PAGE 

2.   


Name  of  Student    Student  I.D.# 

Name  of  School    Date   


Basic  Business  30  8  Final  Test  ^ 

3.    You  need  to  hire  an  employee  for  your  business.  What  steps  would  you  follow  to  select  this 
employee? 
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3.   


Name  of  Student    Student  I.D.# 

Name  of  School    Date   
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4.    Can  you  justify  why  management  by  objectives  (MBO)  is  an  efficient  and  effective  method  of 
allowing  the  expectations  of  management  and  workers  to  meet? 
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PARTB:  RESPONSE  PAGE 

4.   


Name  of  Student    Student  I. D.  # 

Name  of  School    Date   
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Value 


PARTC:  ESSAY 


15 


Part  C  is  worth  15  marks  of  the  total  examination  mark. 


You  are  a  plumber  thinking  about  the  partnership  fonn  of  business  ownership.  In  an  essay  evaluate 
this  form  of  business  ownership.  Examine  it  in  terms  of  both  the  principal  advantages  and  the 
principal  disadvantages  that  it  offers  to  the  business  partners. 

Observe  the  rules  of  spelling,  grammar,  sentence  strucmre,  and  paragraph  construction  when  writing 
your  essay.  Begin  with  an  introductory  paragraph  and  end  with  a  summary  or  concluding  paragraph. 
Be  sure  to  give  your  essay  a  title. 


Basic  Business  30  1 3  Final  Test 

PARTC:  RESPONSE  PAGE 


(There  is  more  room  for  your  answer  on  the  next  response  page.) 


^ame  of  Student    Student  I.D.# 

^Nameof  School    Date   
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Rough  Work 

(Marks  will  not  be  given  for  work  done  on  this  page.) 
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PARTC:  RESPONSE  PAGE 


(There  is  more  room  for  your  answer  on  the  next  response  page.) 


Name  of  Student    Student  I.D.# 

Name  of  School    Date   
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Rough  Work 

(Marks  will  not  be  given  for  work  done  on  this  page.) 
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Name  of  Student    Student  I.D.  # 

Name  of  School    Date   
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Value  PARTD:  EXTENDED  CONTENT 

40  Part  D  is  worth  40  marks  of  the  total  examination  mark. 

Questions  in  this  section  of  the  test  are  to  be  completed  only  by  students  taking  Basic  Business  30  for 
five  credits. 

1  mark      l .   This  financial  institution  is  a  non-profit  corporation  owned  and  operated  by  its  members,  who 
each  must  have  some  common  interests  and  who  agree  to  save  money  together  and  make  loans  to  each 

other  for  worthy  purposes. 

A.  trust  companies 

B.  credit  unions 

C.  chartered  banks 

D.  brokerage  firms 

2.  This  type  of  contribution  and  its  earnings  is  exempt  from  tax  until  it  is  withdrawn  from  the  plan. 

A.  term  deposit 

B.  guaranteed  investment  certificate 

C.  registered  retirement  savings  plan 

D.  treasury  bill 

3.  The  speed  and  ease  with  which  you  can  transfer  your  savings  into  cash  is  called 

A.  risk 

B.  yield 

C.  endorsement 

D.  liquidity 

4.  This  is  a  profit-making  business  that  supplies  prospective  creditors  with  information  on  the  credit 
history  of  prospective  bortowers. 

A.  credit  bureau 

B.  credit  union 

C.  trust  company 

D.  chartered  bank 

5.  The  maximum  amount  of  money  that  can  be  charged  to  your  credit  card  or  charge  account  is 
called 

A.  credit  rating 

B.  reserve 

C.  capacity 

D.  credit  limit 
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6.  The  chief  guide  in  deciding  how  much  credit  you  can  afford  is  your 

A.  income 

B.  expenses 

C.  budget 

D.  parents 

7.  As  a  rule  of  thumb,  your  monthly  credit  payments  (this  does  not  include  your  mortgage 
payment)  should  not  exceed 

A.  40  percent 

B.  20  percent 

C.  10  percent 

D.  25  percent 

8.  The  process  of  checking  your  cheque  register  with  your  monthly  statement  from  the  financial 
institution  is  called 

A.  clearing 

B.  cancelling 

C.  reconciling 

D.  balancing 

9.  The  criteria  for  granting  credit  is 

A.  assets,  character,  capital,  and  collateral 

B.  character,  capacity,  capital,  and  collateral 

C.  character,  collateral,  capital,  and  credit  rating 

D.  assets,  credit  rating,  collateral,  and  money  earned 

10.  This  type  of  cheque  indicates  that  funds  have  been  withdrawn  from  your  account  and  placed  in  a 
special  account  to  guarantee  that  amount  will  be  covered. 

A.  traveller's 

B.  balanced 

C.  certified 

D.  reconciled 

1 1 .  When  you  are  overdrawn  on  your  chequing  account,  your  cheques  will  be  returned  to  you  as 

A.  cancelled 

B.  not- sufficient  funds 

C.  endorsed 

D.  non-negotiable 

12.  With  this  type  of  interest  the  amount  of  interest  paid  is  automatically  paid  and  added  to  the 
principal  amount,  which  earns  further  interest. 

A.  daily 

B.  compound 

C.  chequable  savings 

D.  simple 
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Rough  Work 

(Marks  will  not  be  given  for  work  done  on  this  page.) 
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PARTD:  RESPONSE  PAGE 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 
10. 
11. 
12. 


Name  of  Student    Student  I.D.# 

Name  of  School    Date   
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13.  How  can  you  establish  a  credit  rating? 

14.  Read  the  following  case  study.  Study  the  cheque  written  for  it.  List  all  the  errors  in  the 


appropriate  space  on  the  response  page. 
Cheque  107 

Situation:  Today  is  February  12,  1989.  You  are  a  clerk  at  Bewer's  Fashion.  You  give  the 
cheque  for  $74.00  back  to  Erika  Zoerb.  What  is  wrong  with  the  cheque? 


Erika  Zoerb 
Box  99 

Somewhere,  Alberta 
TOB  1Y2 


^HgoPDEROF     Hewm'^i  ^cuikUm  s  7M.00 


THE  TORONTO-DOMINION  BANK 

SOMEWHERE,  ALBERTA 
TOA  2Z3 


No. 


II-I31II-  |:2C)2q|||aqq|:  a5||iaa350qi||> 

1 


'Reprinted  by  permission  of  The  Toronto-Dominion  Bank. 
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PARTD:  RESPONSE  PAGE 

13.   


14. 


Name  of  Student    Student  I.D.# 

Name  of  School    Date   
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(]^  15.   The  Science  Club,  of  which  you  are  a  member,  has  decided  to  open  a  canteen  to  sell  snacks, 

potato  chips,  granola  bars,  chocolate  bars,  pop,  chocolate  milk,  and  frozen  yogurt  at  school  sport 
events.  You  have  been  assigned  the  task  of  developing  a  business  plan  for  this  venture.  Write 
out  a  business  plan  on  the  following  response  pages. 


4 
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15.   


(There  is  more  room  for  your  answer  on  the  next  response  page.) 


Name  of  Student    Student  I. D.  #   

Name  of  School    Date     ^ 
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Rough  Work 

(Marks  will  not  be  given  for  work  done  on  this  page.) 
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(There  is  more  room  for  your  answer  on  the  next  response  page.) 


Name  of  Student    Student  I.D.# 


Name  of  School    Date 


Basic  Business  30 


28 


Final  Test 


Rough  Work 

(Marks  will  not  be  given  for  work  done  on  this  page.) 
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Name  of  Student    Student  I.D.# 

Name  of  School    Date   


I 


TEACHER  QUESTIONNAIRE  FOR  BASIC  BUSINESS  30 


This  is  a  course  designed  in  a  new  distance-learning  format,  so  we  are  interested  in  your  responses.  Your 
constructive  comments  will  be  greatly  appreciated  so  that  a  future  revision  may  incorporate  any  necessary 
improvements. 

Teacher's  Name    Area  of  Expertise   

School  Name    Date   

Design 

1 .   The  modules  follow  a  definite  systematic  design.  Did  you  fmd  it  easy  to  follow? 
□   Yes      □   No      If  no,  explain. 


2.   Did  your  observations  reveal  that  the  students  found  the  design  easy  to  follow? 
□   Yes      □  No      If  no,  explain. 


3.   Did  you  find  the  Learning  Facilitator' s  Manual  helpful? 
□  Yes      □  No      If  no,  explain. 


4.   Part  of  the  design  involves  stating  the  objectives  in  student  terms.  Do  you  feel  this  helped  the  students  understand 
what  they  were  going  to  leam? 

□   Yes      □   No      If  no,  explain. 


Basic  Business  30 


1 


Teacher  Questionnaire 


I 


i 


5.   The  Learning  Facilitator's  Manual  contains  Assignment  Booklet  questions  and  answers  and  a  sample  test.  Did 
you  find  these  helpful? 

□   Yes      □   No      If  no,  explain. 


6.   Did  the  Follow-up  Activities  prove  to  be  helpful? 
□   Yes      □  No      If  no,  explain. 


7.   Were  students  motivated  to  try  these  Follow-up  Activities? 
□   Yes      □  No      If  no,  give  details. 


8.   Suggestions  for  computer  and  video  activities  are  included  in  the  course.  Were  your  students  able  to  use  these 
activities? 

□   Yes      □  No      Comment  on  the  lines  below. 


9.   Were  the  assignments  appropriate? 

□   Yes      □  No      If  no,  give  details. 


Teacher's  Name   

Name  of  School    Date 
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10.  Did  you  fax  assignments? 

□  Yes      □  No 

11.  If  you  did  fax,  did  you  get  satisfactory  results  from  using  this  procedure? 

□  Yes      □   No      If  no,  give  details. 


Instruction 

1 .   Did  you  fmd  the  instmction  clear? 

□   Yes      □   No      If  no,  give  details. 


2.   Did  your  observations  reveal  that  the  students  found  the  instruction  interesting? 
□   Yes      □   No      If  no,  give  details. 


3.   Did  you  fmd  the  instruction  adequate? 
□   Yes      □   No      If  no,  give  details. 


4.   Was  the  reading  level  appropriate? 

□   Yes      □   No      If  no,  give  details. 


Teacher's  Name 
Name  of  School 


Date 
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5.   Was  the  work  load  adequate? 

□   Yes      □   No      If  no,  give  details. 


6.   Was  the  content  accurate  and  current? 
□   Yes      □   No      If  no,  give  details. 


7.   Did  the  content  flow  consistently  and  logically? 
□   Yes      □   No      If  no,  give  details. 


8.   Was  the  transition  between  booklets  smooth? 
□   Yes      □   No      If  no,  give  details. 


9.   Was  the  transition  between  print  and  media  smooth? 
□   Yes      □   No      If  no,  give  details. 


Teacher's  Name 
Name  of  School 


Date 
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Additional  Comments 


Thanks  for  taking  the  time  to  complete 
this  survey.  Your  feedback  is  important 
to  us. 

Fax  Number:  674-6686 


Instructional  Design  and  Development  Unit 

Alberta  Distance  Leaming  Centre 

Box  4000 

Barrhead,  Alberta 

T0G2P0 
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